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20. (continued)

An exploratory investigation was also conducted to create a methodology for

the identification of soft skills related to specific Command and General

Staff College (CGSC) curriculum content.

Part I reports on the feasibility of collecting job survey data by mail
response for use in clustering related tasks into job components which have

essentially the same meaning in each assignment in which they are components.
From these job components applicable to 20 salient assignments for officers

in the 7 to 9 years following graduation from the CGSC (or their non-
graduate peers), job component certification instruments (JCCI) were

developed capable of defining, measuring and tracking the assignments of
6 incumbents. Procedures for development of all required sequential steps in

the creation of data elements and in their application to a TIFS for field

grade officers are presented in this report.

Part II reports on the results of examining Officer Personnel Management

System specialty #48, Foreign Area Officer, utilization of sub-course #771,
'"w Intensity Conflict" in the performance of their duties involving "soft

skills." Of the 32 learning objectives for the sub-course, 22 were rated by

smrvey respondents as requiring a skill level of moderate or above in order
to effectively carry out their FAO assignment duties. The remaining 10

learning objectives were illuminated for examination by curriculum designers
to determine whether they should be retained, changed or dropped from the

sub-course

Aession For I

DTZC TAB [
Unannouneod 1

Justifleation

Distribution/

Availability Codes
ail and/or 0

lot Ips lal.

_0 , , -. -G -V,

! t-1 t



SECURITY CLASSIFICATION OF THIS PAGE (When, Owe Entwo

REPORT DOCUMENTATION PAGE 13EFORE COMPLEMOI FOMl
1. REORT UMB. GOVT ACCESSION NO. SRCIPIENT'S CATALOG MUER

4. TILE (nd S~de)S. TYPE Of REPORT & PERIOD COVERED

7. 'PRORMING ORto. RMPORT NUNGER

7. AUTHOR(e) S. CONTRACT ORt GRANT NUMUIIIEWO.)

9. PERFORMING ORGAIZATION HNM AND ADDRESS i0. PRO0GRAM lLEMENT.j PRCT. TASK
AREA & WORK UIT NUMERS

11. CONTROLLING OFFICE NAME AND ADDRESS IL. IEPORT DATE

IS. NUMBER OF PAGES

14. MONITORING AGENCY NAME & ADORES=gf WAWMt MW 3;flw.*hXa GU) IS.6 SEURITY CLAS Olf IWO. rMPM)

14I. DISTRIBUTIONI STATEMENT (of We. XaPaig

17. DISTRIOUTION 5TATEMENDT (of Me. abo&AW uuaid In DBock If 49fe0 1 lb Report)

IS. SUPPLEMENTA4UOVUSI I

19. KEY WORDS (Camugem an "we alab HI aem mE I~4tj 4W Week amber)

OI AIIITRACY4 . - dam ##Iw or week .aui

o~lpix'

4=i~ M* me. So' PawsFew S6y



Table of Contents

Table of Contents ..... .... ............................ 1

List of Figures ........ .............................

INTRODUCTION .... .... .. ................................

PART I

PROCEDURE ........ ..... ................................ 3
Sample Selection ........ .. ........................... 3
Survey Instruments ..... .... .......................... 11
Analysis ..... ... .. ............................... .. 12
Job Component Certification Instruments (JCCIs) ............... .18
Standardized Procedures for Operational Implementation

of a Training Information Feedback System (TIFS)
Utilizing JCCIs as In-put ........ ..................... 20 X,

CONCLUSIONS ........ ..... .............................. 21

PART II

PROCEDURE ..... ... ..... ................................ 22
Sample Selection ......... .......................... . 22
Survey Instruments ..... .... .......................... .. 22
Analysis ..... ... .. ............................... . 24
Summary ......... ... ................................ 34

CONCLUSIONS ........ .... ............................... 38

APPENDICES, PART I
A. Sample Survey Instrument
B. Detailed Analysis of J64 Components as They Applied to Salient

Assignments Within 20 OPHS Specialties
C. Example of Survey Instrument Devloped to Field Test the JCCIs
D. Job Component Certification Instruments (JCCIs)

PART II
E. Sample Survey Instrument (POl-type)
P. Extracts from "Low-Intensity Conflict" Advance Sheets
G. Sample Survey Instwrtmnt (Task List-type)
H. Extract from Task Data lank Task List

14-

/i



List of Figures

PART I

Figure Page

1. Number of Officers in Each OPUS Specialty 4

2. Rank Order of OPMS Specialties Among Potential Survey Sample 5

3. Difference in Rank Order of Frequency Between Graduates and 6
Non-Graduates for OPMS Specialties

4. Tentatively Retained and Dropped OPMS Specialties 8

S. Final List of OPMS Specialties to be Investigated 9

6. Frequency of Salient Assignments Within OPMS Specialties 10

7. Matrix Depicting Relationship of Job Components to Salient 13
Job Assignments in Twenty OPMS Specialties

PART II

Page

8. Distribution of Foreign Area Officer (FAO) Survey Sample 23

9. Summary of Responses of 11 Officers as to the Applicability 25
of the 32 Learning Objectives to Their FAO Duties

10. Bar Graph of Responses of 11 Officers as to the Applicability 26
of the 32 Learning Objectives to Their FAO Duties

11. Bar Graph of Means of Responses from Survey Sample 30

12. Sumary of Responses of 8 Officers as to the Level of 33
Performance and Degree of Criticality of 54 Job Tasks as
They Apply to Their FAO Duties

13. Bar Graph of Level of Performmce Required 35

14. Bar Graph of Degree of Criticality to Job 36

'i

oi



INTRODUCTION

Department of the Army Contract DAHC 19-78-C-0026, titled "Evaluation of

Data Elements for Training Information Feedback System in Context of Post-CGSC

Assignments," dated March 15, 1978, with modifications was issued by the U.S.

Army Research Institute for the Behavioral and Social Sciences to Richard A.

Gibboney Associates. Reports on an exploratory investigation to create a

methodology for the identification of "soft skills" -- those intergrating

characteristics beyond hard knowledge which are indirectly recognizable through

quality of task or duty accomplishment, and while not qualitatively measurable,

can be reflected back to identified training needs.

Part I contains a report on the development of instrumentation for the

collection of job survey data by mail response from selected incumbents and

techniques for the evaluation of the criticality of task clusters relative to

total assignment requirements as viewed by incumbents. Both rationale and an

approach for a validation of Job Component Certification Instruments (JCCI)

developed from survey data to define, measure and track assignments of in-

cumbents are included. This research draws heavily on earlier work performed

for ARI in the development of Duty Modules. The Duty Module is a product of

a procedure for representing clusters of tasks which go together statistically

and logically so that jobs can be represented in a more specific manner than

an MOS and with greater simplicity than task descriptions. Duty Modules

covering five Army branches have been developed for officers to date.

Under Contract No. DAHC-19-76-C-0046 a mechanism was developed for providing

objective feedback from the field regarding the adequacy of training in Army

Service Schools. The Armor School provided.the vehicle for conducting this

earlier research with graduates of the Basic and Advanced Officer Courses

serving as respondents. Performance Certification Components (PCC) based on

Duty Module data were developed in the course of this research.

In its continuing efforts to decrease the emphasis on formal school training

md place greater reliance on directed self-paced professional development the

Army seeks a means of determining which skills and subject matter should be

taught in its schools and which can be taught in correspondence courses and on-

tbe-job training. The creation of a Training Information Feedback System (TIPS)

to guide training plamers in mking decisions as to what, where and how material

is to be tsuot is O avenue being oxplored.

1
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The objective of this research in support of the Amy's professional develop-

ment program is the creation of a methodology for the definition, development and

evaluation of data elements reflecting the subject matter dimensions of assignments

which meet criteria of criticality, observability and scorability as components of

certified competence. The methodology must identify the dimensions and create the

data elements of professional requirements of the most salient post-CGSC assign-

ments dichotomized between resident graduates and non-graduates. The utility of

these data elements will be evaluated to define the content of the CGSC-level

programs, to construct post-CGSC self-study materials and to create objective

certification standards. The data elements must also assist the individual

officer to identify his professional needs and to monitor his progress schedule.

Finally, they must also be of use to career managers and superior officers in

making appropriate assignment decisions.

Part II contains a report on the exploratory investigation to create a

methodology for the identification of "soft-skills" -- those integrating

characteristics beyond hard knowledge which are indirectly recognizable

through quality of task or duty accomplishment, and while not qualitatively

measurable, can be reflected back to identified training needs.

The curriculum for the 1978-1979 regular course at the Army Command and Gen-

eral Staff College was examined in consultation with members of the staff and

faculty of the college concerned with curriculum analysis and design. Two courses

were selected for further study as possible vehicles for this research--Course 5:

"Strategic Studies" and Course 7: "Joint, Combined, and Special Operations."

Within Course 7, Sub-course P771--"Low-Intensity Conflict"--was singled out by

the staff and faculty conference representative as being of special interest in

the "soft-skill" area. This sub-course was to be increased from 33 to 49 hours

in college year 1979-1980. Following a detailed study by the research staff of

the syllabus for "Low-Intensity Conflict" it was agreed between the COTR and the

chief investigator that this sub-course would provide the vehicle for this por-

tion of the research effort and that the Officer Personnel Management System

(OPMS) specialty 48, Foreign Area Officer, would provide the pool of incumbents

from which the survey sample would be selected.

2
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PROCEDURE

Sayple Selection

In cooperation with the Contracting Officer's Representative (COR) it was

agreed that the target sample would be selected from among officers who had

graduated from the resident course at CGSC in the classes of 1968, 1969, and

1970 and their non-graduate peers. The justification for selecting this group

was that it would include officers in their seventh to ninth year following

graduation. Graduates of later classes would not have had as many assignment

experiences and graduates of earlier classes would include many who had either
attended a Senior Service College or retired. The non-graduate peer sample

possessed the same Basic Year Date of Entry as those who made up the largest

representation in the CGSC classes of 68, 69, and 70. Thus, the two sub-samples

were composed of officers with approximately the same length of service and

about the same age but who differed in that one sub-sample had attended the

resident course at CGSC* and the other had not.

The COR made machine print-outs available to the contractor which listed
the Social Security Number (SSN), Officer Personnel Management System (OPMS)

specialty code and alternate specialty code and the salient assignments filled

by the potential survey sample since graduation or the equivalent period for

non-graduates. An analysis was made of the frequency distributions of the OPMS

specialties held by graduates and those held by non-graduates in order to narrow

the two sub-samples to a total of twenty OPMS specialties. The number of grad-

uates and non-graduates in each of the forty-six OPMS specialties is shown at

Figure #1.

In order to select the ten OPMS specialties most peculiar to either graduates

or non-graduates, the specialties were rank ordered as to frequency of occurrence

among each sub-sample. Figure #2 portrays the results of rank order analysis.

The rank order of difference between graduates and non-graduates in each of the

forty-six 095 specialties was then computed and is shown in Figure #3. At this

point those specialties which mt the folloring criteris were eliminated.froa

further consideration in selectig the sjrolmately tr sali nt assignments

identified for eaeb sub-Ogle based, on densilty mad differentiation in frequenty.
P Less than six potential total sample mft er in specialty.

•. Less then 2 differsnce In rank order betwen sub-samples.

c. mwsity atio not appoximisly 2 to 1 in smo direction as rk order

I * ffi.p ~had ee qAd Viuat 'asedi t by stat~ditg a 401re6i. AWM
MaMERS
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Figure 1

Nudnr of Officers In Each 0916 Specialty

one No. of CGSC Graduates No. of Mon-Graduates
Specialty Having this Specialty Having this Specialty

Code as Primary or Alternate as Prmary or Alternate

11 60 35
12 2', 16
13 34 27
14 10 12
15 16 13

21 39 37
2S 15 6
26 3 6
27 3 j 7
28 2/---------------------------------.-.-. --------------------------------------------..

35 10 16s 7
36 57
37 0 S
41 28 2S

42 7 10
43 0 1
44 2 8
45 $ 7
46 2 4

47 20 16
48 15 is
49 7 4
S1 21 13
S2 5 1

53 $ 9
54 32 27
70 16 9
71 6 10
72 3 2

73 0 4
74 $ 4
7S $ 9

76 1 2
77 2 ". 1

82 1 1
83 1 S
86 0 3
87 0 1

-------------- ------------------------------- -----------------
88 0 / 1
31 6 14
92 20 42
93 1 11
SiS 7 - 7

97 3 14
..-.--....--.-.-......-.---.--.---.--.-.-----------------

451 Oad1 4M Usable

* h p feeimmil speialties m as JIM, Surge. Imd O4plala Nor OR mddle
Vdautem but wm wt amedered fr this resank.
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Figure 2

Rank Order of OPRS Specialties Among Potential Survey Sample
1

Specialty Rank Order of Frequency Rank Order of Frequency
Code Among CGSC Graduates Among Mon-Graduates

1 3
12 S.5 8
13 3 4.S
14 14.5 15

is 10.5 13.5

21 2 2
25 12.5 28
26 27.S 28.5
27 25 25.5
28 33.5 31

31 17.S 20.5
35 14.5 8
36 22 25.5
37 43.5 31
41 5.5 6

42 17.5 17.5
43 43.5 43.5
44 28 23
45 25 25.5
46 33.5 34.5

47 8.5 8
48 12.5 10
49 17.S 29
51 7 13.S
52 22.S 43.5 P

53 25 20.5
54 4 4.5
70 10.S 20.5
71 20.5 17.5
,71' 27.S 39

73 43.5 34.5
74 27.S 34.5
75 27.5 20.S
76 38 39
77 33.5 43.5

--.. - --....-................--............. ... .... .................................

8 38 39
82 38 43.5
83 38 31
86 43.S 37
87 43.S 43.S

----- ----------------------------..------------------------------------------------

88 43.5 43.S
91 20.5 11.S
92 8.S 1
93 34 16

95 17.5 25.5
97 25 11.5

i ,:' . ' ', . r .:T: • 5
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Figure 3

Difference in Rank Order of Frequency Between Graduates
and Non-Graduates for OPS Specialties

OpS No. of Officers Rank Order of Frequency Difference* in
Specialty in Sub-Sample Among Sub-Samples Rank Order
Code with this OPS ecaty with this O cilty between

Gradte Non-Grauate Graduate Non-Grad uate Sub-Samples

11 60 35 1 3 + 2
12 28 16 5.5 8 + 2.5
13 34 27 3 4.5 + 1.5
14 10 12 14.5 15 + O.S
is 16 13 10.5 13.5 + 3

21 39 37 2 2 0
25 15 6 12.S 28.5 +16
26 3 6 27.5 28.5 + 1
27 3 7 27.5 25.5 - 2
28 2 5 33.5 31 - 2.5

31 7 9 17.5 20.5 + 3
35 10 16 14.5 8 - 6.5
36 5 7 22.5 25.5 + 3
37 0 5 43.5 31 -12.5
41 28 25 5.5 6 + 0.5

42 7 10 17.5 17.S 0
43 0 1 43.5 43.5 0
44 2 8 33.5 23 -10.5
45 3 7 27.S 25.5 - 2
46 2 4 33.5 34.S .1

47 20 16 8.5 8 -0.5
48 15 15 12.5 10 - 2.5
49 7 4 17.5 34.5 +17
51 21 13 7 13.S + 6.5
52 5 1 22.5 43.5 +21

53 3 9 27.5 20.5 -7
54 32 27 4 4.5 0.5
70 16 9 10.5 20.5 .10
71 6 10 20.5 17.S - 3
72 3 2 27.5 39 +11.5

73 0 4 43.5 34.5 9
74 3 4 27.5 34.5 7
75 3 9 27.5 20.5 7
76 1 2 38 39 1
77 2 1 33.5 43.5 +10

81 1 ~ 2 38 39 +.1
82 1 1 38 43.5 5.5
83 1 5 38 31 - 7
86 0 3 43.S 37 - 6.5
87 0 1 43.S 43.S 0

$a 0 1 43. S 43. S 0
91 6 14 20.5 11.5 - 9
92 20 42 8. S I - 7. S
93 1 11 38 16 -22
95 7 7 17.S 2S.S + 8
97 3 14 27.S ll.S -16

+ Iniate~s ran~k order Is higLher" amn graduates.
-indicates rank order is higher anon non-graduates.



The chart at Figure #4 shows which specialties were retained and which were

dropped from further consideration and why.

An examination of Figure #4 reveals that only seven of the twenty retained

specialties have a rank order difference in favor of CGSC graduates while thirteen

favor non-graduates. In coordination with the COR a decision was made to drop

six of the specialties in which non-graduates had a higher rank order and retain

only seven to match against the seven in which graduates had a higher rank order

of 2 or more. In order to both increase the number of OPMS specialties for.

investigation to twenty and retain the balance between those weighted on the

side of CGSC graduates and those weighted on the side of non-graduates it was

decided to add the six specialties which were most neutral in rank order of

difference and which had sufficient potential survey respondents for including

in the investigation. Thus the list of specialties selected for the project

included seven in which the rank order of difference was highest for non-graduates,

seven in which the rank order of difference was highest for graduates and six in

which there was virtually no difference in rank order. The OPMS specialties and

their rank orders of difference recomputed for this group alone are at Figure #5

together with the Chi squares for the groups.

The next step in selecting "twenty salient assignments filled by graduates

and non-graduates in the seven to nine years following graduation" was to

examine the machine rosters to determine the specific assignments of the officers

with the twenty OPMS specialties already selected for investigation. Salient

Iassignments with the highest densities in each of the specialties were selected
for detailed analysis in order to develop instrumentation for the collection of

job survey data by mail response. The OPMS specialties and the salient assign-

ments within the specialties with the greatest frequencies are shown in Figure #6.

The machine roster identification numbers of the 381 officers serving in

these twenty salient assignments were used to identify the officers by name and

to secure their mailing addresses. Approximately half (132) of the available

survey sample, not to exceed seven in each of the twenty salient assignments, was

chosen to participate in a survey by mail to collect job survey data. No more

than half of the available sample in any salient assignment was used for this

purpose in order to retain an independent sample for verification of the data

collected. The available sample was reduced somewhat due to retirements and

personnel being in transit or without a current mailing address on the machine

records. Of the 132 survey instruments mailed out, fifty-one were returned by

respondents.

7



Figure 4

Tentatively Retained OPUS Specialties

OPNS No. of Officers Rank Order of Frequency Difference* in
Specialty in Sub-Samples Among Sub-Samples Rank Order
Code with this OPUS Specialty with this OPUS Secialt between

GraduatesNon-Gr tes es nGraduaes Sub-Saples

11 60 35 1 3 + 2
12 28 16 5.5 8 + 2.5
25 is 6 12.5 28.5 .16
27 3 7 27.5 2S.5 - 2
28 2 5 33.5 31 - 2.5

35 10 16 14.5 8 - 6.5
44 2 8 33.5 23 -10.5
45 3 7 27.5 25.5 - 2
49 7 4 17.5 34.5 +17
51 21 13 7 13.5 + 6.5

52 5 1 22.5 43.S +21
53 3 9 27.5 20.5 - 7
70 16 9 10.5 20.5 +10
71 6 10 20.5 17.5 - 3
75 3 9 27.5 20.5 - 7------------------------------------------------------------.-.------------------------
83 1 5 38 31 -7
91 6 14 20.5 11.5 - 9
92 20 42 8.5 1 - 7.S
93 1 11 38 16 -22
97 3 14 27.5 11.5 -16

Tentatively Dropped OPUS Specialties

13 34 27 3 4.5 + 1.51
14 103 12 14.5 15 . 0.51
15 163 13 10.5 13.5 + 3
21 393 37 2 2 O1

26 3 6 27.5 28.5 + 11
------ ----------------------------------------------------------------------------------------

31 73 9 17.5 20.5 + 3
36 53 7 22.5 25.5 + 3
37 02 5 43.5 31 -12.5
41 283 25 5.5 6 + 0.51
42 73 10 17.S 17.S 01

43 02 1 43.5 43.5 01

46 23 4 33.5 34.5 + 11
47 203 16 8.3 8 - 0.51
48 IS 15 12.S 10 - 2.S
S4 323  27 4 4.5 O.S1

------ ----------------------------------------------------------------------------------------
.72 32 2 27.5 39 .11.5
73 02 4 43.5 34.5 -9
74 33 4 27.5 34.5 .7

76 12 2 38 39 +11

77 22 1 33.S 43.S .10

81 12 .2 38 39 + 11
£2 12 11 38 43. S S.S
66 02 3 43.5 37 -6.3
87 02 1 43.S 43.S 01

88 02 1 43.S 43.S 01

95 7S 7 17.5 2S.S .8

Notes: 1 Dropped becamse Rank Order of Difference was less than 2.
2 Dropped because total potentially available sample was less tham 6.
I Demity ratio does not approximate 2 to 1 Ia son direction as reek order
Of difference.

Sidiates rek order is bigher o Sradutes.
- fdiates rak .olde is blow mo" -gradates.

8e uma km a i im



Figure 5

Final List of OPMS Specialties to be Investigated

No. of Officers Rank Order of Difference in
OPMS in Sub-Samples Frequency Among Rank Order

Specialty With This OPMS Sub-Samples With Between
Code Specialty This OPMS Specialty Sub-Samples

Graduates Non-Graduates Graduates Non-Graduates "D" "D"'2

11 60 35 1 2 +1 1
12 28 16 2 3.5 +1.5 2.25
25 15 6 6 12 +6 36
49 7 4 8 13 +5 25
51 21 13 3 7 +4 16
52 5 1 10 14 +4 16
70 16 9 5 9.5 +4.5 20.25
35 10 16 7 3.5 -3.5 12.25
44 2 8 13 11 -2 4
75 3 9 11.5 9.5 -2 4
91 6 14 9 5.5 -3.5 12.25
92 20 42 4 1 -3 9
93 1 11 14 8 -6 36
97 3 14 11.5 5.5 -6 36

6.D2  6x230
P=l - N(N -1) 14(142_1) = 0.49

13 34 27 2 2.5 +0.5 0.25
14 10 12 6 6 0 0
21 39 37 1 1 0 0
41 28 25 4 4 0 0
47 20 16 5 5 0 0
54 32 27 3 2.5 -0.5 0.25

6ED 2  6x0.5
S1-N(N 1 - 6(62-1) " 0.98

P = Rank difference coefficient of correlation.
ED2 = Sum of the squared differences between ranks.

N a Number of pairs of measurement.

, .!...................................................... .', .... ...... .... - .. ...



Figure 6

Frequency of Salient Assignments Within OPHS Specialties

OPMS Frequency
Specialty Salient within
Code Assignments Survey Sample (N)

11 Senior Advisor, Reserve Component 13
12 Staff & Faculty, School Center 1225 Comm-Elect Staff Officer 10

49 Operations Research/Systems Analysis Staff 10
Officer

51 Research & Development Staff Officer 32
52 Nuclear WeaponsEffects Staff Officer 7
70 Logistics Management Staff Officer 24

------------------------------------------------------------------------------
35 Tactical/Strategic Intelligence Staff 18

Officer
44 Unit Finance Officer 9
75 Munitions Materiel Management Staff Officer 9
91 Maintenance Management Staff Officer 17
92 Supply Management Staff Officer 41
93 Logistics Services Management Staff Officer 10
97 Procurement Officer 17

------------------------------------------------------------------------------
13 Comander, Artillery Unit 9
14 Post, Camp & Station Staff Officer 12
21 Division Engineer 11
41 Personnel Management Staff Officer 33
47* Professor Military Science 35
54 Operations & Force Development Staff Officer 52

* OPMS specialty deleted since research began.

10

K- 
_



Survey Instruments
As directed in the statement of work, completed research in job taxonomy

and Duty Module methodology was drawn upon in the development of instrumentation

for the collection of job survey data by mail response from the random list of

6ficers serving in the twenty salient assignments. From the Duty Module Catalogue

developed under Contract No. DAHC 19-75-C-0026 those Duty Modules which appeared

to the prinicpal investigator to apply to each salient assignment were grouped

by assignment. A memorandum explaining the survey to respondents together with

P a set of instructions as to how to complete the survey forms and a Privacy Act

Statement were attached to the survey instruments. See Appendix A.

The first item in the survey instrument was a catalogue list of the 160

Duty Modules already developed covering five branches of the Army grouped by

functional areas. The purpose of including the catalogue list was to familiarize

respondents with the job components from which to choose those covering their

own duty positions.

The second survey item was a packet of job components selected from the Duty

Module catalogue by the principal investigator as those which might have application

to therespondent's assignment being investigated. Listed beneath each job com-

ponent are tasks which would logically apply to that specific job component. Like

its Duty Module predecessor, the job component can be used in different combinations,

like building blocks, to describe the essential functions of various duty positions.

Columns to the right of the listed component tasks permit respondents to select

from five levels of performance for indicating how they perform each task. "Assist,"

"do," "do and supervise," and "supervise" are self explanatory. "Direct" is de-

fined as being two levels above the performer with a supervisor in between. Below

the list of tasks is a place for respondents to make a judgmental assessment as

to the level at which the job cmonent overall is performed.

In the lower portion of the job component survey instrument respondents are

afforded an opportunity to indicate the degree to which the job component applies

to their duty position. Choices range from "not applicable" to "all tasks"

applying. There is provision for further refining the degree of application by

choosing between an "actual or simulated combat" enviroment and a "garrison"

situation.

In order to ascertain the relative amounts of time spent in performing the

vwlus compmats of a job, vespenduits were next asked to estimte the percentage

11



of their working time spent performing each job component at whatever level applied

to them. Again provision was made for differences in a combat or garrison enviroment.

The final bit of information sought on this portion of the survey instrument

was an indication of the degree of criticality of each job component, or building

block, to the accomplishment of the job as a whole. Choices ranging from "least"

to "most" critical were offerred, and the enviroment in which the criticality

applied was described.

An additional data sheet in two parts completed the survey instrument. The

first part solicited personal data in order to verify that the respondent worked

in the assignment and OPMS specialty being surveyed and that he or she was or was

not a CGSC graduate and his basic year group if not a graduate. The second part

sougIt job data as to whether additional job components from the catalogue were

necessary in order to adequately describe the duties performed; whether some of

the job components included in the survey instrument did not apply to the job;

the percentage of working time accounted for by the group of job components

provided; and what additional job components are needed to completely describe

the duty position.

The thrust of this survey instrument was to collect job survey data by mail

response from a random sample of job incumbents composed of the two sub-samples

described earlier in this report. The completed survey instruments were also

designed to provide a basis for evaluating the criticality of each task cluster

(job component) applicable to the selected salient assignment relative to total

assignment requirements.

Analysis

Although the survey sample was small and the number of survey instruments
completed and returned by repomdents even smaller, the mstlawta we. deelqd
ftm vpdfled job mlysis data onpiled in eallIar rwearw whot Infamtry. AMr,
Ordnance, Quartermaster and Engineer officer positions were surveyed in order to

design Duty Modules. The collection of job survey data by mail response for this

project amounted to an up-dating and reverification of job information compiled

since 1971 for many of the twenty salient assignments surveyed.

The matrix at Figure #7 depicts those job components which respondents

selected from the survey instruments as applicable to their duty position, the

maximum percentage of time which was spent performing the job component and the

maximum criticality which was attributed to the component by any respondent in

the salient assignment. For a more detailed analysis of the relationship of job

components to salient assignments, see Appendix B.
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Criticalit Aplicability*** on Job Commnent***
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(Figure 7 Cont'd.)

Index of Job Components

No. Description

A-i Perform general administration

A-2 Exercise comand authority in military
justice matters

A-3 Supervises a staff section, detachment or
office

A-6 Directs, coordinates and supervises a staff

A-8 Counsels and evaluates subordinates as a
troop leader and takes action on personal
problems

A-9 Supervises troop appearance and care and
maintenance of materiel and facilities in
unit

A-13 Performs management analysis staff functions

B-2 Performs personnel management staff functions

B-4 Performs officer personnel management functions
at department level

D-1 Performs operations staff functions in a
general staff or other coordinating staff

D-2 Performs operations planning staff functions
in a general staff or other coordinating staff

D-4 Coordinates five support for unit tactical

operations "

E-1 Trains troop and/or civilian employees in
units and activities

E-3 Performs force development functions in a
general staff or other coordinating staff

F-1 Performs supply operations at consumer unit
level

F-2 Performs supply staff functions

F-3 Performs equipment maintenance and readiness
staff functions in a general staff or other
coordinating staff

F-5 Performs logistics services staff functions
in general staff or other coordinating staff
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(Figure 7 Cont'd.)

No. Description

F-7 Performs general logistics staff functions

F-8 Performs staff functions concerning procure-
ment of materiel

G-2 Performs communications - electronics (C-E)
staff functions

K-1 Performs staff functions pertaining to
research, development, test and evaluation
of new equipment and materiel

K-2 Conducts service or operational test and
evaluation of new equipment and materiel

K-3 Coordinates tests and evaluation of new
equipment and materiel

K-4 Coordinates or conducts research, development
and engineering for developmental materiel
or system

L-1 Perform operations research/systems analysis

SN-1 Prepares and conducts formal instruction in
a service school

N-2 Conducts ROTC activities at a civilian
educational institution

U-1 Directs and controls employment of a Field
Artillery Unit

U-6 Participates individually and directly in
ground combat

W-6 Provides advice and assistance for Army
reserve components

X-2 Performs specialized nuclear weapons effects
analysis

EE-12 Performs on-site supervision of Engineer
contract construction projects and related
contract administration

FF-6 Performs purchasing and contracting functions
under the Armed Services

FF-10 Performs contract administration functions
under the Armed Services Procuremnt Regulations

FF-12 Oversees a Government granted munitions plant

HH-S Directs and controls repair of non-missile
equipment

16
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(Figure 7 Cont'd.)
No. Description

HH-6 Supervises storage and warehouse operations

HH-13 Directs and controls conventional aimition

supply and storage operations

II-I Performs finance and accounting functions

48-1 Performs action officer functions on a high
level staff

A I
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It is apparent from a study of Figure #7 that the survey sample spent

most of its time "Supervising a staff section, detachment, or office," Job

Component No. A-3. In other words, officers in the seven to nine years following

graduation from CGSC (and their non-graduate peers) are primarily managers and

supervisors regardless of their OPMS specialty and the assignment they hold.

Examples: The respondents in OPMS Specialty No. 93, Logistics Services

Management Staff Officer, spent from 90% to 100% of their time "supervising

a staff section, detachment, or office"' and considered this to be their

most critical function while they spent from 10% to 29% of their time

"performing logistics services staff functions" which they considered

to be of average criticality. '

The respondents in OPMS Specialty No. 75, Munitions Materiel Management

Officer, spent from 70 to 89% of their time "supervising a staff section,

detachment, or office," and considered this to be either critical or their

most critical function while they spent less time and considered less

critical the various job components associated with munitions management

--FF-12, HH-S, HH-6, and HH-13.
Remembering that responses were spread as to degree of application, time spent

performing the job component and the criticality of the component to the job,

one can still detect from the information on Figure #7,which displays the upper

limits of the spread responses, that the survey instruments were more on target

for some respondents than others. For example, OPMS Specialty No. 14, (Air

Defense Artillery) Post or Center Staff Officer, gave relatively low time spent

and criticality scores to the three job components which applied. One can surmise

that additional job components are needed to adequately cover the duty position.

Job Component Certification Instruments (JCCI)

Following the collection of job survey data by mail response and analysis

of the results of the survey, the next step was to develop task clusters and

corresponding JCCIs corresponding to each job component and to design evaluation

techniques required for mail-order completion by respondents. The completed job

analysis survey instrments were screened to delete those tasks which respondents

marked as not applicable or a combination of "little applicability," " little time

spent in performance," and " least critical" to the entire job. Job components

which were added by respondents from the Job Component Catalogue List as well as

tasks which were added to the job components survey forms were utilized in the

II
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design of the JCCIs which could define, measure and track the assignments of

incumbents.

The original plan was to run a limited validation of the JCCIs on a sample

of incumbents which was independent of that used for the collection of the

occupational data. See Appendix C for a sample of the survey instrument which

was designed to be mailed to raters of an independent sample. Due to the

moretorium placed by the Department of the Army on personnel surveys at the time

that a field verification was scheduled, it was decided, with the concurrence

of the COR, to follow an alternate plan for a very limited verification of the

data. The chief investigator and the COR visited the CGSC and discussed the

draft JCCIs with three members of the Curriculum Management and Instructional

Design Division and with three members of the Plans and Analysis Division of the

stpff and faculty of the college.

This group was thoroughly briefed on the purpose and progress of the research.

The draft JCCIs were examined by officers possessing many of the OPMS specialties

represented in the twenty salient assignments selected for this research. The

officers discussed the acceptability of the draft JCCIs to local decision makers;

whether modularity appeared to exist in the performance standards for each JCCI;

whether a single data element record for a JCCI was representative for progress

on the entire set of performance standards pertaining to each job component;

the clarity (understandability) of the performance standards; and whether they

believed incumbents should be certified on 
each task standard separately or

collectively.

The consensus of the group was that the JCCIs appeared, to these experts

at least, to adequately cover the jobs described and should therefore be acceptable

to local decision makers; they believed that modularity did exist in the composition

of the performance standards for each job component; opinion varied as to whether

a single data element record for a JCCI was representative for progress on the

entire set of performance standards pertaining to a job component; the performance

standards were clear in the opinion of all; and like the discussion of whether a

single data element record were indicative of overall progress, the group did not

reach a consensus as to whether or not incutmats should be certified on each

performance standard separately or collectively.

The consensus of the group was that the JCCI approach appeared to have the

best potential of anything they had seen to date for getting a handle oa the
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revised CGSC curriculum which would place greater emphasis on on-the-job training

and correspondence courses and a greatly shortened resident course for more Army

officers than under the present system which reaches approximately 50% of those

eligible to attend the current resident course. See Appendix D for examples of

the JCCIs developed during this research to cover the twenty salient assignments

included in the survey by mail response.

Standardized Procedures for Operational Implementation of a Training Information

Feedback System (TIFS) Utilizing JCCIs as In-put

Step 1. Perform a job analysis of the duty assignments of interest to the

proponent agency for professional development. Duty Modules, personal interviews

and surveys by mail are approved techniques.

Step 2. Cluster the tasks which are related and have essentially the same

meaning in each assignment of which they are a part, have required characteristics

to serve as the basis of corresponding data elements on which officer- -qn be

certified as qualified and which are not too unwieldly to store in = automated

record system.

Step 3. Verify the data collected in Step 1 4Y o.usiducting of field verifi-

cation by mail of the accuracy and completeness of the draft job components.

Utilize a survey sample independent of but comparable to that used in Step 1.

Step 4. Design Job Component Certification Instruments (JCCI) corresponding

to each verified job component. Convert the inherent job component tasks into

performance standards applicable to successful performance of the whole component.

Step 5. Develop a catalogue of the completed JCCIs.

Step 6. Develop a cataloge of all Army officer duty positions by job title

and level (Brigade, Corps, Post, Field Army, MACOM, DA, etc.).

Step 7. List the job components (each of which has a corresponding JCCI)
beside each job title and level to which they apply.

Step 8. Design a set of instructions for supervisors explaining what a

JCCI is, how to fill it out and what to do with it when completed.

Step 9. Custodian of officers' records make-up a jacket of the JCCIs which

apply to each job at each level. Mail the appropriate packet tc the supervisor

of each officer occupying a position of interest to the proponent ag,:;icy on a

one-time basis.
Steop 10. Upon receipt of the completod form, the custodian of the officers'

records would mnotate each officerts personel file with all job compommnts by

nier oa which the officer had been certified as competent. MILPERC3 and the
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custodian of the officers' field personnel records file would receive a printout

giving the same information which would be recorded in the officers' records.

Step 11. Custodians of field personnel files would routinely prepare

packets of JCCIs which apply to each duty position and on which the incumbent's

records did not list him/her as being qualified. This packet would be sent to

the rating officer along with each efficiency report due on the rated officer

until the officer was either certified on all applicable components of the job

or was moved to another position where the process would begin again. Certifications

would be forwarded to the custodian of records and MILPERCEN after being noted in

the officer's field personnel record file. Over a period of years all officers

would build up a large volume of job component certifications which would be of

interest to personnel officers in making assignments and to commanders in assigning

duties and providing experience.

Step 12. After the system has been in effect for some years, perhaps eight

or ten, the machine records data from the custodian of officers' records will be

of interest to the proponent agency for professional development programs. By

then statistical data should be available as to the number of officers by year

group and OPMS specialty who are qualified in each job component. This information

should be of assistance in determining which skills are needed at which times in

an officer's career, which skills can be acquired on-the-job and which can best

be taught in a school environment. CONCLUSIONS

The survey sample which responded to the job survey by mail response was

extremely small. Yet, many of these duty positions had been surveyed in earlier

research in the development of Duty Modules. Although field verification of the

data collected in the job survey by mail had to be cancelled for the independent

sample held back for this purpose, the fact that the initial survey was itself

a reverification of previously verified Duty Module data lends a high degree of

confidence in the results of the data collection.

The staff and faculty members at the CGSC most eminently connected with

curriculum design seemed enthusiastic in their support of the results attained

and the potential for assisting with the development of the CAS program for the

Staff College.

The a ministratim md m aics of the proeduws outlined in this *pot

for implensmting a TIPS utilizing JCCI results as in-put apar feasible but
rmamin untested on veon a pilet basis.
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PART II
PROCEDURE

Sample Selection

ARI provided the contractor with a computer print-out of all officers who

had graduated from the Command and General Staff College (CGSC) in 1968, 1969

and 1970, and whose primary or alternate specialty is that of Foreign Area Of-

ficer, code #48. In addition, the print-out listed the job titles held by the

officers from 1968 through 1978, the seven to nine years since their graduation

from CGSC. Of the 204 officers listed on the print-out, 127 had not served in

an OPMS #48 position since 1976 and were eliminated from the prospective survey

sample as not current in the desired specialty. Twenty-seven additional officers

were eliminated through further screening because of vague job descriptions or

missing data. ARI was requested to provide the current duty addresses of the

remaining 50 officers who would comprise the survey sample. These FAO special-

ists were assigned throughout the Army as shown in Figure 1. Of these SO survey

candidates, 2 names were not identifiable by the computer and 16 had no current

address listed on the tape. The survey sample was thus reduced to 32. This

sample was divided so that 16 officers received one type of survey instrument

a.d 16 received another.

Survey Instruments

The statement of work required that two separate methods be investigated

for collecting data from independent sub-samples. One method specified was to

utilize the Program of Instruction (POI) at the CGSC as the basis for developing

a survey instrument and the other was to be based upon a task list (Duty Module-

type) developed from data collected in earlier research in developing officer

Duty Modules.

POI Instrument, Sub-Sample #1

From the Advance Sheets which CGSC students receive before each block of

instruction, it was possible to lift the scope and learning or instructional

objectives for each lesson. Each learning objective was transposed into a state-

ment of learning beginning with an active verb such as "know, identify, define,

analyze, evaluate," etc. The total list of learning objectives for the 33 hour

sub-course numbered 32. A survey instrument was developed on which the survey

sample could indicate which of 5 degrees or levels of performance their exper-

ience had shown to be necessary in each learning objective or "soft-skill." A

sample of the survey instrument together with accompanying instructions and
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Figure 8

Distribution of Foreign Area Officer (FAO)
Survey Sample

Type of Assignment Frequency

Defense Attache System 23

Defense Intelligence Agency 2

North Atlantic Treaty Organization 2

Unified Command 3

John F. Kennedy Center 6

Security Assistance Mission 6

Department of the Army Staff 6

United Nations Team, Jerusalem 1

Organization of the Joint Chiefs of Staff 1

TOTAL so

23
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Privacy Act statement are included as Appendix E. The lesson Advance Sheets

from which the survey instruments were developed are included as Appendix F.

Task List (functional area) Instrument, Sub-Sample #2

The Task Data Bank Task List accompanying the Catalogue of Army Officer

Experimental Duty Modules dated October 1975 developed in cooperation with ARI

under Contract No. DAHC19-75-C-0026 was examined in order to select those tasks

which appeared to the investigator to be most appropriate to officers in FAO

positions. The initial list of selected tasks was refined to eliminate redun-

dancy and to remove any implied inference as to the level of performance from

the task statements. Ultimately 54 separate tasks were listed on the functional

area survey instrument. Incumbents were requested to select from 5 possible

degrees or levels of performance ranging from "assist" to "direct." There was

also a provision for marking a task as "not applicable." Respondents were

further requested to assign a criticality rating to each task with choices con-

sisting of "least," "average" or "most." A sample of the survey instrument to-

gether with accompanying instructions and Privacy Act statement is included as

Appendix G. The Task Data Bank Task List from which the tasks were selected is

included as Appendix H.

Analysis

Sub-Sample #1

By comparing the levels of performance required by the survey sample for

each learning objective, it should be possible to determine which learning ob-

jectives ("soft-skills") are most important to the job performance of FAO of-

ficers in the field. The table at Figure 9 summarizes the responses of the 11

officers who completed and returned their survey instruments indicating the

applicability of the 32 learning objectives to their FAO duties. The bar graph

at Figure 1V is a more dramatic presentation of the same information as that sum-

marized in Figure 9.

in order to find the "mean" skill level among respondents thought to be

required for each of the 32 learning objectives, values from 0 through 4 were

assigned to the possible responses. The average numerical response was com-

puted and is depicted in bar graph form in Figure 11. Fromaglance at Figure

11, it appears that learning objectives 5, 8, 10, 15, 16, 20, 21, 24, 25, 30

and 31 are suspect in that the average need among the survey sample for these

skills is between "slight" and "moderate" degrees of expertise. Figure 9, on

the other hand, shows that 8 out of the 11 respondents indicated a need for

either a "high" or a "moderate" degree of expertise. The fact that no respon-

dents said they needed to be an "expert" combined with 2 who chose "none" and
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Figure 9
(Sub-Sample #2)

Summary of Responses of 11 Officers as to the Applicability

of the 32 Learning Objectives to Their FAO Duties

Learning Level of Knowledge or Skill Required
Objective for Capable Performance of Job

Number None (0) Slight (1) Moderate (2) High (3) Expert (4)

1 0 2 3 3 3
2 0 2 3 3 3
3 0 3 2 6 0
4 0 1 3 4 3

5 2 1 4 4 0
6 1 2 3 1 4
7 0 2 5 2 2
8 1 4 3 1 2

9 0 3 5 1 2
10 4 4 1 2 0
11 1 2 3 3 2
12 0 2 5 3 1

13 0 4 3 2 2
14 0 4 4 2 1
15 3 2 4 0 2
16 3 1 3 4 0

17 1 1 2 6 1
18 0 2 5 4 0
19 0 S 3 1 2
20 2 2 4 1 2

21 2 3 4 1 1
22 0 2 6 3 0
23 1 4 2 2 2
24 3 3 3 2 0

25 3 S 1 0 2
26 0 1 4 3 3
27 0 4 3 0 4
28 0 4 3 0 4

29 1 3 1 4 2
30 1 3 4 2 1
31 4 4 1 2 0
32 2 1 3 S 0
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Figure 10
(Sub-Sample #I)

Bar Graph of Responses of 11 Officers as to the Applicability
of the 32 Learning Objectives to their FAO Duties

Learning Skill Number of Respondents Selecting Each Level
Objective Level
.Number Required 0 1 2 3 4 5 6 7 8 9 10 11

Expert 
-

High a
Moderate
Slight
None 0

Expert
High

2 Moderate
Slight
None

Expert 0
High3 Moderate

Slight -
None 0

Expert -
High - _ _

4 Moderate
Slight
None

Expert
High

5 Moderate
Slight
None

Expert -
High 0--

6 Moderate
Slight
None

Expert
High

7 Moderate
Slight
None S

Lxlprt -
High_____ _

8 odorate
Slight
Nm..,,:
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(FigurelO Cont'd.)
(Sub-Sample #I)

Bar Graph of Responses of 11 Officers as to the Applicability
of the 32 Learning Objectives to their FAO Duties

Learning Skill Number of Respondents Selecting Each Level
Objective Level
.Number Required 0 1 2 3 4 S 6 7 8 9 10 11

Expert -
High '

9 Moderate S
Slight - -
None •

Expert
High

10 Moderate

Slight ,
None

------------------------------- --------------------------------------------------

*Expert ___------- __

A 11 Moderate
Slight -

None a---o
-------------------------------------------------------------------------------

Expert $-
High -

12 Moderate -
I Slight -

None 0
-------------------------------------- -------------------------------------------

Expert
13 High-

13 Moderate 1 •
Slight
None 4- -------------------------------------------------------
Expert -6
High _

14 Moderate a
Slight -
None 0 I

---------------------------------------------------------------------------------------

Expert
High -

is Moderate
Slight --- -
None

----------------------------------------------------------------------------
Smaert
High

16 Moderate
Slight

Pone
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(FigurelO Cont'd.)
(Sub-Sample #I).

Bar Graph of Responses of 11 Officers as to the Applicability
of the 32 Learning Objectives to their FAO Duties

Learning Skill Number of Respondents Selecting Each Level
Objective Level
Number Required 01 23 4 S 67 8 910 11
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High

17 Moderate
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------------------------------------------------------------------------
Expert
High

18 Moderate
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None
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None

----------- h-----------------------------------------------------------
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None
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(Figure 10 Cont'd.)
(Sub-Sample #1)

Bar Graph of Responses of 11 Officers as to the Applicability
of the 32 Learning Objectives to their FAO Duties

Learning Skill Number of Respondents Selecting Each Level
Objective Level
..Number Required 0 1 2 3 4 S 6 7 8 9 10 11

Expert - -

High •
25 Moderate

Slight -
None -

Expert
High

26 Moderate

Slight
None 0

Expert
High e

27 Moderate
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None •

I Expert -

High 0
28 Moderate
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Expert -
High

29 Moderate
Slight
None

Expert e---*
High

30 Moderate -
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None

Expert 9
High

31 Moderate
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None

Expert 0
High

32 Moderate
Slight
None
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Figure 11
(Sub-Sample fl)

Bar Graph of Mesans of Responses-from Survey Sample

Learning Average Response as to Level of Skill Required
Objective

Number None (0) Slight (1) Moderate (2) High (3) Eprt (4)
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I.

1 who chose "slight" average out between "slight" and "moderate" for the group.

Learning objective #10, on the other hand, appears to have few practitioners.
Learning objectives #16, #20 and #21 are similar to #5 while #8, #10, #15, #25

and #31 lack a strong advocacy. Numbers 24 and 30 are less clear in either

direction.

Let us assume for a moment that curriculum developers at CGSC, after

studying Figure 11, select item #10--"Analyze an insurgency using a linear

model"--as a candidate for dropping from the learning objectives of lesson #2

in sub-course #771. Might not this teaching vehicle be analogous to the use

of diagramming in teaching English grammar and sentence composition to high

school students? I doubt that many of us who were taught English grammar by

this method would say that we "diagram" sentences in our current jobs, however,

the method was sound and those who were taught by using it tend to be better

grammarians as a group than those who have not had the benefit of the diagram-

ming method. Perhaps the linear model used at CGSC as a teaching vehicle for

analyzing insurgency plays a similar role, not used by students specifically

in the performance of later assignments, but both a logical and lucid teaching

vehicle for coming to grips with a nebulous subject.

The most that can be claimed from an analysis of the data depicted in
Figure 11 is that course developers could regard as suspect the 11 learning ob-

jectives whose required average "soft-skill" level is less than "moderate"

among the survey sample. Those "learning objectives" are worthy of further in-

vestigation before deleting from the sub-course. Questions such as the following

have not been answered in this research effort.

* How critical or important is the skill to those who do require moderate

or above expertise?

e Is there a special school or course, other than CGSC, which officers re-

quiring the skill attend before being assigned to the job?

9 Is this skill or learning objective a building block for a more critical

one in the student's education?

Respondents were asked to indicate whether the list of learning objectives

for sub-course #771 adequately describes the essential requirements of their FAO

duties to which 45% replied in the affirmative. In addition, these same respon-

dents were asked what percentage of their total working time was spent in per-

forming the listed learning objectives or "soft-skills." Ninety-one percent

replied that they spent 30% or less of their working time on these soft-skills.

This apparent inconsistency raises a nmber of questions.
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* Did respondents understand the question?

a Even though the listed learning objectives adequately describe the jobs

for nearly half of the survey sub-sample, are there some additional "soft-

skills" which are far more time consuming to perform?

Respondents were invited to list additional "soft-skills" they performed,

if appropriate. The following list summarizes those profferred:

"Knowledge of the mentality of the indiginous peoples in order to better

assess their actions and reactions on the political/economic/social fronts."

"Understanding of U.S. objectives within that country in accordance with

strategic interests."

"Understanding of peace treaties, protocols and U.N. regulations as they

apply to Israel and her neighbors."

"Know one's profession and the environment in which it will be applied."

"Insurgency is not a problem in my assignment in western Europe."

When asked where additional "soft-skills" not taught in sub-course #771

should be acquired, 45% of the POI survey sample replied on-the-job training,

while 18% favored both CGSC and OJT. Nine percent preferred that the "soft-

skills" be learned at CGSC and 27% felt that other sources such as the Army War

College or the Defense Intelligence School should be utilized.

Sub-Sample #2

In responding to the task list questionnaire concerning the level of per-

formance required and the criticality of each of the 54 tasks extracted from

"Duty Modules" applicable to various Intelligence type assignments, 8 of the

16 officers to whom survey instruments were mailed provided the results shown

in Figure 12. Eight members of sub-sample #2 failed to respond. To make the

results more meaningful to curriculum developers values have been assigned to

the levels of performance in accordance with the degree of involvement of the

respondent. As an example, the person most involved in the performance of a

task is the one who actually does the task, the doer. A top value of 5 was

assigned for doing a task. The person who both does a task and supervises others

who are also doing the task in accordance with some ratio, i.e., 25% doing and

75% supervising others who are doing the task, or 70% doing and 30% supervising

others; that person is the next most directly involved in the task's performance.

A value of 4 was assigned for both doing and supervising. One who is the im-

mediate supervisor of the doer of a task, while not actually performing the task,

should have a good grasp of what the task involves and is awarded a value of 3
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Figure 12
(Sub-Sample #2)

Summary of Responses of 8 Officers as to the Level of Performance
and Degree of Criticality of 54 Job Tasks as They Apply to Their FAO Duties

Level of Performance "uired Degree of Criticality to Job
Do and

Task NA Direct Assist Supervise Supervise Do NA Least Average Most
No. 0 1 2 3 4 5 0 1 2 3

1 3 0 1 2 1 1 3 2 3 0
2 1 0 1 2 2 2 1 2 4 1
3 4 0 1 2 0 1 4 0 3 1
4 1 0 0 1 2 4 1 2 2 3
S 4 0 0 2 1 1 4 0 3 1
6 3 0 0 2 1 2 3 0 2 3

--- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - -----------------------------
7 1 0 0 0 4 3 1 1 3 3
8 3 0 1 3 1 0 3 1 3 1
9 1 0 0 1 3 3 1 0 3 4

10 4 0 0 2 1 1 4 0 2 2
11 2 0 1 1 3 1 2 1 4 1
12 2 0 1 1 1 3 2 1 S 0
----------------------------------------------------------.-.---------------------------

13 0 0 1 1 3 3 0 2 3 3
14 2 1 2 1 2 0 2 0 3 3
15 0 0 2 2 2 2 0 1 4 3
16 1 0 0 1 3 3 1 1 2 4
17 3 0 1 1 2 1 3 1 2 2
18 3 0 2 1 2 0 3 1 4 0

19 1 1 0 2 2 2 1 1 2 4
20 2 1 0 1 1 3 2 1 4 1
21 1 1 1 0 2 3 1 2 3 2
22 4 1 0 0 2 1 4 1 0 3
23 1 1 0 0 1 5 1 2 3 2
24 2 0 0 1 1 4 2 1 2 3

25 4 0 0 0 2 2 4 1 0 3
26 5 0 0 0 2 1 S 0 1 2
27 2 0 0 1 3 2 2 0 3 3
28 2 0 0 1 1 4 2 1 1 4
29 S 0 1 0 2 0 5 0 1 2
30 6 0 0 0 1 1 6 0 1 1

31 S 0 0 0 2 1 5 0 0 3
32 6 0 1 1 0 0 6 0 1 1
33 7 0 0 1 0 0 7 0 1 0
34 6 0 1 1 0 0 6 0 2 0
35 7 0 1 0 0 0 7 0 1 0
36 7 0 0 0 1 0 7 0 0 1

37 6 0 0 1 0 1 6 0 1 1
38 7 0 1 0 0 0 7 0 1 0
39 4 0 0 1 1 2 4 0 1 3
40 2 1 0 0 1 4 2 1 2 3
41 S 0 0 1 2 0 S 0 0 3
42 4 0 1 1 2 0 4 1 0 3

43 4 1 0 0 2 -1 4 0 0 4
44 4 1 2 0 1 0 4 0 2 2
S 6 0 0 1 1 0 6 0 2 0

46 6 0 0 1 1 0 6 0 2 0
47 6 1 0 0 0 1 6 0 1 1
48 7 0 0 0 0 1 7 0 0 1

49 4 1 1 0 1 1 4 1 1 2
so 0 0 0 0 4 4 0 1 3 4
51 S 0 0 1 2 0 5 0 1 2
S2 3 1 0 0 1 3 3 2 1 2
53 6 0 0 0 1 1 S 0 0 2
54 4 0 0 0 2 2 4 0 1 4
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points for supervising. Next comes the assistant or helper in the performance

of a task. He does only parts of the task and is usually learning about the

whole task as he works. Assisting has been assigned a value of 2. Finally, the

person who directs a task to be done is two steps removed from the doer since

the supervisor stands between them. For this reason, directing the task has

been assigned a value of 1. Using the above weights for the levels of perfor-

mance, Figure 13depicts the mean level of knowledge or skill required among all

respondents for each task listed.

If one assigns numerical values of 1, 2 and 3 respectively for degrees of

criticality ranging from least through average to most, a bar graph such as that

at Figure l4will illustrate the means of the criticalities assigned to each task

by all respondents. Curriculum developers may find Figures 13 and 14 useful in

determining which tasks are to be taught at CGSC, which might best be covered in

specialized training and which can best be acquired in on-the-job training. For

example, task number S0 appears to fall into the first category and tasks 32-38 in-

to the last. Caution: tasks 13, 1S and 16 resemble task S0 on the bar graphs but,

like many others, they are probably learned on-the-job rather than in the class-

room. The ultimate decision as to whether or not a task should be included in a

course might again depend on many additional factors other than the level of per-

formancc required of graduates and the criticality of the task. Some examples are:

* Has the skill been included in earlier career courses?

* Is there a special school or course to which those requiring the skill

are sent?

e Is there an elective course at CGSC which teaches the required level of

skill for those who will need it?

When members of sub-sample #2 were asked whether the lists of tasks at

Appendix C extracted from Duty Modules applicable to the "Intelligence" func-

tional area describe the essentials of their duties, 38% replied in the affir-

mative. When further requested to estimate the percentage of their total working

time required to perform the listed tasks, 75% of this same group replied that

they spent 50% or more of their time performing these tasks.

Among the task list survey sub-sample respondents, 38% favored acquiring

the skills both in CGSC and OJT, while 25% preferred CGSC, 25% preferred the Army

War College or Defense Intelligence School, and 12% favored OJT.
Summary

In recapitulation, 45% of the "soft-skill" POI survey sub-sample indicated

that the learning objectives extracted from the CGSC "Low-Intensity Caflictl" sub-

course adequately describe their essential duties, but that they spend 30% or
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Figure 13 )
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Figure 14
(Sub-Sample #2)

Bar Graph of Degree of Criticality to Job
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less of their working time on these duties. On the other hand, only 38% of the

task list or functional area survey sub-sample stated that the list of tasks

which they were furnished adequately describes their essential duties, but 75%

of the sub-sample spends 50% Or more of their time performing the listed tasks.

If the above data appear inconclusive, they do confirm the diversity and

complexity of officer assignments/duty positions and the problems associated with

designing a single curriculum to fit all requirements. The Army has attempted to

ameliorate some of these problems by offering elective courses to students de-

signed to enhance their competence in their OPMS specialty and to answer their

individual career needs. In addition, special short tailored courses such as

those offered at the Defense Language School, the Commander's Orientation or

Battle Captains' Course for brigade and battalion commanders, the Maintenance

Refresher Course, the Battalion Command Group Refresher Course, to name a few,

attempt to address specific training needs of small groups who will occupy or

are occupying important positions critical to the Army's mission. This trend

toward small specialized courses has increased with the modern Army. It is re-

flected in the CGSC curriculum which is divided into Professional Development

Courses or "Core" curriculum for all students and Advanced Professional Develop-

ment Courses which include approximately 180 hours for elective courses. One

must remember that the survey sample included FAO officers assigned as Defense

Attaches in both developed and developing countries, a U.N. observer in Pales-

tine, and officers assigned to the Department of the Army Staff, the Security

Assistance School, a Psychological Warfare Group, and to Defense Intelligence

Agencies. Obviously, the jobs vary as to the skills required of incumbents.
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CONCLUSIONS

Researchers have examined two methods for obtaining training feedback for

curriculum developers in a "soft-skill" area. One method uses learning objec-

tives taken from student advance sheets for a core curriculum sub-course, "Low-

Intensity Conflict." A survey sub-sample of incumbents was asked to indicate

the degree to which a "soft-skill" is important in the performance of duty when

assigned as Foreign Area Officers. The Foreign Area Officer OPMS #48 was chosen

as the one from which to obtain data because the sub-course is particularly

applicable to that specialty group in peacetime.

The second method was to select from the available catalogue of experimental

"Duty Modules" those tasks which are most applicable to the selected FAO specialty.

A survey sub-sample of incumbents was requested to indicate both the level of

performance of each task required in their duty position and the criticality of

the task as compared with other requirements of the job.

The response to the survey by only 19 of the 32 incumbents from which infor-

mation waj solicited makes the resultant data inconclusive. We can only hope that

statistical data obtained from a larger and more meaningful survey sample would

show comparable results.

e Of the 32 learning objectives listed on student advance sheets for sub-

course #771, ten average less than a moderate skill level requirement

on the part of the incumbents in FAO type assignments.

e Of the 54 tasks taken from "Duty Modules" applicable to FAO type assign-

ments, 14 both require less than a doer or rupervisor's knowledge or

skill level and are least critical to the performance of the job.

* Manipulation and analysis of the data provide a basis for singling out

certain learning objectives and "Duty Module" tasks for closer examina-

tion when considering curriculum changes. Changes could run a gamut

from deletion to a revision in emphasis.
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* Identification No.

EVALUATION OF DATA ELEMENTS FOR A TRAINING INFORMATION
FEEDBACK SYSTEM IN THE CONTEXT OF POST-CGSC ASSIGNMENTS

Memorandum for: Army Field Grade Officers Participating in Job Componnent
Certification Instrument (JCCI) Field Survey

This survey is part of a research project being conducted for the

U.S. Army Research Institute for the Behavioral and Social Sciences (ARI)

by Richard A. Gibboney Associates, Inc. Its purpose is to develop and

evaluate the utility of Job Component Certification Instruments (JCCI)

to describe field grade officer professional development.

A job component consists of a cluster of related tasks. Each

component describes a distinctive and relatively self-contained portion

of a job. Usually an officer's duty position will contain several job

components, each describing a specific cluster of tasks. Similar task

clusters found in different positions are described by a single common

job component. It should be possible to describe any position by using

distinctive combinations of job components like building blocks.

Through analysis of a broad sample of Army positions normally filled

by field grade officers, a number of experimental job components for certain

categories of officer positions have been developed. You have been identi-

fled as the Ancumbent in March 1978 of one such duty position in the selec-

tion of the respondent sample. Job components for thdt duty position are

attached. If your duty position has been changed, please respond for the

assignment which you held on 31 March, 1978. You are asked to participate

in this project through review and response to the attached material in

Your participation in this research is voluntary. The data you provide

are for research purposes only and will not in any way become part of your

DA personnel files. Do not include your name or social security number.

Your cooperation In this research for the Army is appreciated.

Instructions follow on the next page.
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Identification No.

EVALUATION OF DATA ELEMENTS FOR A TRAINING INFORMATION
FEEDBACK SYSTEM IN THE CONTEXT OF POST-CGSC ASSIGNMENTS

Instructions

Project Materials

Form A. Privacy Act Information: DA Form 4368-R dated 1 May 1975
containsinformation required by the Privacy Act of 1974.

Form B. Catalogue List of Officer Job Components: This is a list
of expe-rmental job components in a variety of officer positions.

Form C. Job Component Forms: These are a group of experimental job
components in field survey form which have been pre-selected for your
review. It is believed that this group of job components most nearly
describes the duty position which you held in March 1978.

Form D. Individual Data Sheet: This sheet contains spaces for

entering personal and job related data. Since legible entries are
essential, please print or type your responses.

Procedure

1. Review the catalogue list of officer job components, Form B, to
familiarize yourself with the job component titles and to identify
those applicable to your position, subject to the more detailed examina-
tion in the steps below.

2. Examine all the Job components attached for your March 1978 assign-
ment, Form C, to see if "hey apply to your position and cover its
significant functions. Each page includes a detailed description of a
single job component. If a job component is not applicable in any
significant degree to your March 1978 position Tn either (a) actual or
simulated combat operations or (b) garrison or other circumstances, then
print "NOT APPLICABLE" in large letters across the face of the form and
disregard the rest of that form.

3. Fill out each job component survey form which is applicable to yourMarch 1978 position (either on the basis of present job performance orestimated requirements under operational conditions), as follows:

a. For each listed task mark an "X" in the appropriate right-hand
column. (Note: In the column headings, "supervise" means person-to-
person, continuous supervision of imediate subordinates, as in the
relationship of a rating officer to rated officer. wDirect means
actively directing from one echelon higher than Osupervising", as in.the
usual relationship of an endorsing officer to rated officer.)



b. If changes or additions to the task statement are needed, please
write any suggestions on the face or back of the job component survey form.

c. Complete the lower portion of each job component survey form,
by placing an "X" in the appropriate box on each line. There are two lines
per question.

1) Notice that each of the three question items relates to
two different circumstances: (a) "In actual or simulated
combat operations and support", and (b) "In garrison and
other than a".

2) If your March 1978 position was in a non-deployable unit and

would not involve actual or simulated combat operations, then
for Question 1, Line a, simply mark Block 1 "little applicabil-
ity", and disregard LTne a of Questions 2 and 3. Conversely,
if the job component applTes only in actual or-simulated combat
operations or support, simply mark Block 1 of Question 1,
Line b, and disregard Line b of Questions 2 and 3.

3) In answering Question 2 (Time Spent on Job Component), you
should reflect your own actual performance. If the component
applies to your March 1978 position in combat operations,
estimate that time on the basis of experience and training.

4) In answering.Question 3 (Relative Criticality of Job Component),
only one of your components should be marked as "least critical"

*and one as "most critical".

4. If you believe other Job components are necessary to cover the signifi-
cant functions of your March 1978 position, a. select them form the catalogue
list of job component titles, Form B. In considering components with over-
lapping content, use only the one that fits best. Do not seek components
for minor common actvTtTes or miscellaneous duties not integral to your
position.b.Use the space on the back of your Individual Data Sheet to
describe any further Job component requirements of your March 1978 position
beyond the Job component titles in the catalogue list, Form B.

5. Provide the information requested on the Individual Data Sheet, Form D.

6. Please return Forms C and D in the self-addressed envelope within 10
working days after receipt of material.

Thank you for your contribution to Army research.

_ _ _ _ _ _ _ _ _ _. . . . . ..... .. _ _
. . . ... nd~l. _____________rn_________ilI_______l____n__



DATA REOUIRED BY THE PRIVACY ACT OF 1974
(5 CS C SS201

**t77 Ml Fooci Evaluation of Data Elements for a Training C411GOIE7V

Information Feedback System AR 70-1
I AO,THORSTY

10 USC Sec 4503
2 PR'NCtPAL PUIRPOSE IS)

The data collected with the attached forms are to be used for research
purposes only.

3 AOUTINE USES

This is an experimental personnel data collection form developed for
the U.S. Army Research Institute for the Behavioral and Social Sciences
pursuant to its research mission as prescribed in AR 70-1. When identifiers
(name or Social Security Number) are requested they are to be used for
administrative and statistical control purposes only. Full confidentiality

, ,of the responses will be maintained in the processing of these data.

l4

I

I

4 MANDATOIV OR VOLUNTARY OISCLOSURG AND gFpCIC ON INOVIDUAL NOT PROVIOINO INPORMATION

Your participation in this research is strictly voluntary. Individuals. are

encouraged to provide complete and accurate information in the interests of

the research, but there will be no effect on individuals for not providing
all or any part of the information. This notice may be detached fram the
rest of the form and retained by the Individual if so desired.

FORM peuAn ftiso-S~ 79
DA For 43 IM" 75

FO-. A



Project 51 Identification No.

CATALOGUE LIST OF ARMY OFFICER DUTY MODULES
(BY AREA)

NUMBER TITLE OF JOB COMPONENT

COMAND MANAGEMENT, GENERAL MANAGEMENT, AND ADMINISTRATION
A- Performs general administration
A-2 Exercises military command authority
A-3 Supervises a staff section, detachment, or office
A-4 Performs headquarters management staff functions
A-5 Performs special staff administrative and adjutant type

functions
A-6 Directs, coordinates, and supervises a staff
A-7 Performs executive staff secretariat functions
A-8 Counsels and evaluates subordinates as troop leader and

takes action on personal problems
A-9 Supervises troop appearance and care and maintenance of

materiel and facilities in unit
A-10 Performs overall programming evaluation and review staff

work
A-il Performs management analysis staff functions

PERSONNEL

B-I Performs manpower management staff functions
B-2 Performs personnel management staff functions
B-3 Performs staff functions pertaining to personnel services
B-4 Performs officer personnel management functions at depart-

mental level
B-5 Directs or coordinates postal services for an installation

or command
INTELLIGENCE

C-I Performs combat intelligence staff functions
C-2 Performs counterintelligence and security staff functions

in a general staff or coordinating staff
C-3 Performs foreign area strategic intelligence staff functions
C-4 Performs aerial surveillance staff functions in a general

staff or other coordinating staff
C-5 Performs intelligence staff functions concerning ground

reconnaissance and surveillance
C-6 Directs and conducts operations of counterintelligence unit
C-7, Conducts military intelligence collection operations in

the field

FOW4 B
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OPERATIONS AND PLANS (STAFF)

D-1 Performs operations staff functions in a General Staff
or other coordinating staff

D-2 Performs operations planning staff functions in a General
Staff or other coordinating staff

0-3 Performs air support staff functions in a General Staff
or coordinating staff

D-4 Coordinates fire support for unit tactical operations
D-5 Directs'school troop unit operations at a service

school center

ORGANIZATION, TRAINING

E-1 Trains troops and/or civilian employees in units and
activities

E-2 Performs training staff functions
E-3 Performs force development functions in general staff or

other coordinating staff

LOGISTICS (STAFF, CONSUMER UNITS, AND COMPOSITE COMBAT SUPPORT
COMMAND)

F-l Performs supply operations at consumer unit level
F-2 Performs supply staff functions
F-3 Performs equipment maintenance and readiness staff functions

in a general staff or other coordinating staff
F-4 Performs transportation staff functions in a general staff

or other coordinating staff
F-5 Performs logistical services staff functions in a general

staff or other coordinating staff
F-6 Performs staff functions pertaining to motor vehicle main-

tenance and operations
F-7 Performs general logistics staff functions
F-8 Performs staff functions concerning procurement of materiel
F-9 Reviews, processes, and coordinates military construction

budgetary planning and programming at Major command or
departmental level

F-10 Plans, staffs, and coordinates military base and facility
engineering requirements

F-ll Directs and controls operations of a combat support command
or comparable composite combat service support organization

COMMUNICATIONS AND ELECTRONICS

G-1 Serves as Battalion or Brigade Communications Officer
G-2 Performs communications-electronics (CE) staff functions
6-3 Directs and controls operations of mobile communications

support unit
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G-4 Establishes and controls mobile area signal center
G-5 Manages communications-electronics facilities and services

at major command post or operations center
G-6 Directs and controls fixed telecommunications center
G-7 Establishes and controls communications-electronic services

for military posts and comparable fixed installations

CIVIL-MILITARY AFFAIRS

H-I Performi civil-military staff functions
H-2 Plans and controls civil affairs operations
H-3 Plans and coordinates psychological warfare operations
H-4 Performs attache type intelligence functions

.COMPTROLLERSHIP AND PROGRAM/PROJECT/PRODUCT MANAGEMENT

I-1 Performs program and budget staff functions
1-2 Conducts cost studies and analyses of financial management
1-3 Develops and designs budgetary methods and procedures for

financial management systems

ARMY AVIATION

* J-1 Performs Army aviation staff functions
J-2 Pilots rotary wing aircraft
J-3 Pilots fixed wing aircraft
J-4 Directs and controls Army aircraft maintenance
J-5 Performs Army aviation safety duties

RESEARCH, DEVELOPMENT, TEST, AND EVALUATION

K-1 Performs staff functions pertaining to research, develop-
ment, test, and evaluation of new equipment and materiel

K-2 Conducts service or operational test and evaluation of
new equipment and materiel

K-3 Coordinates test and evaluation of new equipment and
materiel

K-4 Coordinates or conducts research, development, and
engineering for developmental materiel or system

K-S Performs or assists in overall life-cycle management of
special materiel project or product

OPERATIONS RESEARCH AND SYSTEMS ANALYSIS

L-1 Performs operations research analysis

ADP MANAGEMENT AND PROGRAMMING

M-1 Performs ADP staff functions
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EDUCATION, INSTRUCTION

N-1 Prepares and conducts formal instruction in a school
N-2 Conducts ROTC activities at civilian education institution
H-3 Prepares doctrinal or formal instructional publications

INFORMATION ACTIVITIES

0-1 Performs public information staff functions
0-2 Assembles and prepares materials for command information

or troop information activities
0-3 Manages television or radio station of the Armed Forces

Radio and Television SErvice

AUDIO-VISUAL ACTIVITIES

P-i Manages various audio-visual services for a major installation
or activity

P-2 Produces taped television or motion picture films for
instructional or information purposes

TACTICAL DIRECTION OF COMBAT UNITS

. U-1 Directs and controls employment of Infantry and Armor
maneuver unit

U-2 Directs and controls mortars
U-3 Directs and controls tactical employment of reconnaissance

and scout unit
U-4. Directs and controls heat seeking type air defense weapons

(Redeye)
U-5 Directs and controls antitank elements
U-6 Participates individually and directly in ground combat

MISCELLANEOUS

W-1 Provides personal assistance to general officer
W-2 Directs and leads honor guard unit and performs staff

functions pertaining to ceremonies
W-3 Performs unit liaison activities
W-4 Performs Inspector General staff functions
W-5 Performs military history staff functions
W-6 Provides advice and assistance for Army reserve components
W-7 Represents US forces in military standardization activities

with other countries

INDIVIDUAL FUNCTIONS AND SPECIAL QUALIFIERS

X-1 Participates in airborne operations as a parachutist
(MOS SQI prefix 7)

X-2 Performs specialized nuclear Weapons effects analysis
(MOS SQI prefix 5)

FORM B Cont'd
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AIR DEFENSE ARTILLERY

AA-1 Directs and controls employment of light air defense
artillery weapons

AA-2 Directs and controls HAWK type air defense launchers and
missiles

FIELD ARTILLERY

BB-I Directs and controls employment of field artillery cannon
firing battery

BB-2 Performs field artillery reconnaissance and survey
BB-3 Performs field artillery target acquisition

-MILITARY POLICE, LAW ENFORCEMENT, CRIMINAL INVESTIGATIONS

CC-l Serves as Provost Marshal
CC-2 Controls and participates in military police operations
CC-3 Directs and operates a military confinement facility
CC-4 Directs, controls, and participates in operation of

criminal investigation unit
CC-5 Directs and operates criminal information center or system

ENGINEERING

EE-l Directs and controls combat engineer unit
EE-2 Directs and controls portable bridging
EE-3 Directs and controls mobile water supply point unit operations
EE-4 Directs and employs atomic demolitions (ADM)
EE-5 Serves as engineer staff officer
EE-6 Directs and controls engineer construction or heavy equipment

unit
EE-7 Designs, plans, and monitors construction projects for

military engineer units
EE-8 Directs and controls facilities engineering services for

an installation
EE-9 Prepares terrain study material
EE-1O Conducts engineering surveys
EE-11 Manages field production or revision of topographic and

photographic military mapsJ EE-12 Performs on-site supervision of engineer contract construction
E.3projects, and related contract administration
EE-13 Coordinates military construction activities in an engineer

district
EE-14 Provides resident engineer district representation and

services at a military installation
EE-15 Conducts engineer oriented strategic studies and analyses
EE-16 Plans, constructs, and maintains military pipeline system
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LOGISTICAL SERVICE OPERATIONS (SPECIALIZED)

FF-l Manages installation commissary
FF-2 Manages officers' open mess
FF-3 Performs food service and advisor staff functions
FF-4 Directs and controls operation of mobile field laundry

and bath units
FF-5 Directs and controls support service unit or activity
FF-6 Performs purchasing and contracting functions under the

Armed Services Procurement REgulations
FF-7 Directs and controls field mortuary and cemetary activities
FF-8 Manages materiel supply control for one or more commodities

within an organization or activity
FF-9 Performs staff and operating functions concerning property

disposal
FF-1O Performs contract administration functions under the Armed

Services Procurement Regulations
FF-11 Coordinates materiel production and procurement activities

for a major project or program
FF-12 Oversees contractor-operated munitions plant
FF-13 Directs a unit engaged in explosive ordnance disposal

operations
FF-14 Performs explosive ordnance disposal staff functions

* FF-15 Directs and controls chemical combat support
FF-16 Performs chemical staff functions in a combat or combined

arms organization

TRANSPORTATION (OPERATIONS AND SPECIALIZED FUNCTIONS)

GG-l Coordinates military passenger traffic and movement
operations

.GG-2 Performs staff management and coordination of military
cargo shipments to and from overseas

GG-3 Coordinates cargo handling operations at military ocean
terminal

•GG-4 Directs or coordinates operations of deployable water
terminal operating unit

GG-5 Directs and controls operations of'amphibious truck unit
GG-6 Directs and controls operations of transportation truck

unit
GG-7 Performs highway traffic engineering staff functions

SUPPLY AND MAINTENANCE SUPPORT OPERATIONS

W1-i Directs parachute maintenance and aerial delivery equipment
support

M*-2 Directs and controls petroleum supply unit
1*1-3 Directs and..controls supply unit or activity
HM-4 Supervises division heavy drop support
*NH-5 Directs and controls repair of non-missile equipment
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HH-6 Supervises storage and warehouse operations
HH-7 Directs and ontrols support maintenance for artillery

missile systems
HH-8 Directs and controls machine shop and metal-working
HH-9 Directs and controls special ammunition combat service

support operations
HH-10 Exercises staff supervision and technical control over

maintenance support operations
HH-ll Performs technical parts supply staff function
HH-12 Manages parts supply activities or units
HH-13 Directs and controls conventional ammunition supply and

storage operations
H-14 Coordinates large-scale bulk POL movement and storage

operations

FINANCE

11-1 Performs finance and accounting functions
11-2 Performs financial services staff functions for a deploy-

able command

CRYPTOLOGY, SPECIALIZED SIGNAL INTELLIGENCE AND SECURITY
OPERATIONS, AND ELECTRONIC WARFARE

KK-l Directs and conducts ground signal surveillance, intercept,
intelligence, and related electronic warfare operations

KK-2 Directs and conducts airborne signal intelligence operations
KK-3 Directs, conducts, and/or performs specialized cryptologic

functions
KK-4 Performs functions concerning Electronic Warfare (EW) in

a general staff

FOAM S Cont d



~~~Identification No. 6 O ;

Date: July 1979 Code: 2 :

JOB COMPONENT A-1 151 1(), 21 2,,
Performs general administration V;

0 *0, a --J

Prepare administrative SOPs and instructions.

Monitor security of classified documents.

Prepare and review administrative correspondence, memoranda, and
reports.

Establish and monitor arrangements for collection and distributior
of mail within unit.

Screen' incoming correspondence and distribute for action or
information.

Establish and operate suspense system.

Authenticate orders and official correspondence.

Establish and post files of records and regula s

Review, interpret and apply directives and inf t n.

Schedule appointments, conferences, and otheqduc activities.

Provide for reproduction and duplication| .%Ic .

Prepare and review unit journal, historica rords and morning
report (or change reports for centqli ed sy ems).

Administer unit funds. I ./

Establish and operate unit message cen er

Prepare daily bulletin or similar publication.

Other

Level of performance most applicable for job component as a wholef-t

1. DO CPONENT AND TASKS 10) (II (21 (3,1 (,,
No. Little several msiOritlt All of

APPLY TO YOUR POSITION: aW. .wo... i of teei_ of to*& tas

a. In actual or iinutatel omb tili
oaerate.., and uipport?

b.and other thana? ___Will jjj I

2. PERCENT OF TIME SPENT (0 MII (2) 13) (4) (5) li

ON THIS JOB COMNENT: a' 1-*% 10-21 30-4m 50- % 70-49% -1001

a. lnactualorliffnulitedft" bM
gpW4ie" and mport?

b. In grison and other twh ?

3.' CRITICALITY OF THIS JOB i13 ii - (41t
COMPONENT TO ENTIRE JOB: Le M A (2r1 . (2)

Sin at or Crmiited elt.

iatOw and Wimon?

_I I Ii mb. to oa W ill "Mete a?
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Identification No._ 2 1&/0 i
Date: July 1979 Code: a~-

JOB COMPONENT A-3 M 114)7 (3 (2) it too

Supervises a staff section, detachment, or office C1

Gather, interpret and apply pertinent directives and information.

Organize personnel and other resources into functional elements
to accomplish mission.

Prescribe standing operating procedures for internal functioning.

Schedule and allocate work, assign priorities, issue guidance.

Monitor, review and evaluate work.

Operate a system for filing, retrieval, display and reporting of
information.

Provide for office serl-ces and clerical suppo,

Monitor safeguarding classified information andther aspects of
Internal security. A
Motivate, evaluate, and couritel subordina~~

Other

* Level of performance most applicable for job component as a whole

1. DO CONPPINENT ANM TASKS t 1 (2) 3 4
APPL TOYOU POSTIO: ot Little Several utt All of

ITO: spewaaicabity of tosits oftM s ak

I. ww atal or gl4me-et ionbiviI
operations and gippr?---

2. PERCENT OF TIME SPENT 111 1s(3 141 (51 101

aIn acwua or dmubtwo" I
b. In Wrleon "fl ote li i

3.' CRITICALITY OF THIS8 JOB *, (1 41
-cPorEw To - u JOs: -tem

ho I a""ua or u~a"In s" I I

.1 FOU C



Date: July 1979 Code: A I Identification No. 2 1 G 1c4 j

JOB COMPONENT EE-6 5 01)2)010
Directs and controls engineer construction or heavy equipment.5;

S a~ 8 _

Formulate engineer construction or heavy equipment unit SOP.

Advise, and coordinate with others concerning engineer support
* matters.

* . Perform on-site reconnaissance for construction support.

Organize and conduct rock quarrying and crushing operations.

Build. structures, roads, bridges and air fields.

Organize and conduct concrete or asphalt mixing, pa g and other

pouring operations.

Organize and conduct dump-truck operations.

Provide heavy and special engineer equipment a peaost

assist engineer construction units. r~4et

Estimate materials, equipment, and manpic eed for unit's
construction and construction support opti ns.

Provide maintenance support for specif ngineer equipment
items.

Employ design and quality control meas res to monitor and -inspect
engineer construction.

Prepare and review correspondence, memoranda, records, and
reports concerning engineer construction support matters.

Assign personnel to duty, inspect work, train in proper procedures

and provide leadership.
Other -

Level of performance most applicable for Job component as a whole

1. DO COMPONENT AND TASKS Nt() (2) (3) (4)

APPLY TO YOUR POSITION: scaelsiabb ppliab'flky oftask:s at loks tasks

a in actual or iiimuated ionibM _____L..........

opeations and wmot? I
bIn arr'son and athter then a? jI

2. PERCENT OF TIME SPEWT 40 I 2) (3) (4) 151 lei

ON THIS JOB COMPONENT: Net apolea~ _9 10-20% 30-401 50-0% 10-0 g-left

In )actual or Wnsla arr"iatI I
ts. in Oarrmon and otiler tha I? ____

3.' CRITICALITY OF THIS JOB (2)() -3 44)
COMPONENT TO ENTIRE JOB: U.' orl" AVW C'tkae eTi

6. in gmnien OW th Ihm? I II
FOU C



Identification No. .2 1 rr Id/5
Date: July 1979 Code:,

JBCOMPONENT EE- 715()()(2 1(O

Designs, plans, and monitors construction projects for military1A

Aayemilitary construction project requirements or requests to
deteminefeasibility and impact.

Preareorreview engineering design for construction projects.

Issue guidance to architectural and construction draftsmen for
preparation of detailed structural and engineering plans and
bluepirints, and review such work.

Prepare or review estimated requirements for materials, personnel,
and equipment for construction projects.

Coordinate project planning with others concernecN$ ncluding
arrangements for materials.V

Arrange for contractor support, either by cor4,9ting if
authorized or by request to authorized conta-g officer.

Prepare order or letter of instructions assJ project,
execution to subordinate units.44

Monitor project execution and quality c I*o by observation and
reports review.

Brief and advise superiors and other rning construction
project matters.

Preview or review correspondence, niemor da, and reports concern~-
ing construction projects, including final project completion
report with cost data.

Other

Level of performance most applicable for job component as a whole

(.D0O)ET MTSS t) (1) 121 (3) (41
1. O CMPOEN AN TAKS Not Littls Seeal M.iy All of

APPLY TO YOUR POSITION: amwai au..snhy a~tae~ *q M-AW, flsk

& inlactum Ointated iorribatII I____
-wlto Waippont? I..--

b. In wariboin W other then t

12. PERCENT OF TIME SPENT (0) 111 421 131 (4) 151 to

ON THIS JOB COMPONENT: 1141MS t-rn21-0% 50-49% 70-5011% 1

b. In wrbon eni ~tw than e
34'CRITICALITY OF THIS JOB m(ir

COWME To ENTRE job:. gma .. ~. * JnL

GWw n support?-- --

101poloote cdosi

7, 77~jK ~ ? OWN-717'



Identification No. 2 / e- ,/ -
Date: July 1979 Code: 71

JOB COMPONENT EE-9 (,)1 I 1j 1 ( i t) 1 )

Prepares terrain study material
C Imo --

Perform field terrain research in area of interest, obtaining and
recording field data.

Perform research of maps, photos, records, reports, intelligence
materials and other sources of information concerning a geographic
area.

Prepare or review and assemble overall terrain study materials on
areas of interest.

Prepare hydrological portions of terrain studies.

Prepare topographic portions of terrain studies.

Prepare terrain study material concerning soil an rface
conditions and other pertinent geomorphic aspects h as location
of construction raw materials.

Prepare or incorporate climate data for terraiq'tudies.

Plan graphic portrayal of terrain informati arrange for
drafting and reproduction services.

Coordinate terrain study work with o ers ncerned.

Review and comment on terrain studies related material
produced by other units or agencies.

Prepare correspondence, memoranda, re ts, and records concern-
ing terrain studies.

t Other

Level of performance most applicable for job component as a whole

1. DO COMPONENT AND TASKS (0) (1) (2 (3) (4.Not Little Several Majority All of
APPLY TO YOUR POSITION: ,p.llcoblS , , lllity ofta*, of tasks Inks

a. In CaOtua Of uintu,aled ionVbt
opations ird support?

b. In rlisn and other Itan a?

2. PERCENT OF TIME SPENT (0) 1) (2) (3) (4) (5) a)
ON THIS JOB COMPONENT: N~ oseqbg 1-3% 10-1111% 30-40% 60-60% ?*-so% g-toon

a. In actual or ~~tuated cofliba
Weratios ard suppon? -- -

b. In torrson and ~th tmhn 1?
3." CRITICALITY OF THIS JOB (14 () 4)

"COWPOlW TO ENTIRE JOB N ot (21 (3)
p n I . -d~ed€mlel

LInectualorsinuoletdceneff"j.

It. In gnrrn W Wr ohs3 " (

-, - ''+ i '+ , -- . -, - -. -..-



Identification No. . & / //
Date: July 1979 Code: .21

JOB COMPONENT EE-IO ((0
Conducts engineering surveys

o0 alo 00 z1

Prepare SOP for survey unit operations.

Study maps or photos, and available survey records of area to be

surveyed, and make physical reconnaissance.

Plan survey and organize survey team accordingly.

Determine established benchmarks or other survey control point to
be used, physically locate or establish, and verify.

Perform survey operations in the field, employing transit,
theodolite and level, and trigonometric calculaN .

Issue instructions to survey team and inspect t\ r work.

Verify own and subordinates' survey accuracy yroper closure on
control point, independent survey, or othe niques.

Produce survey data by use of photogrametr techniques.

Establish additional survey control points se by other
i engineer and artillery units and provide h tal and vertical

survey control data to them.

Check existing maps and marked ph os fo accuracy by comparison
against verified survey data.

Prepare survey records and reports, respondence and memo-
randa concerning survey matters.

Other

Level of performance most applicable for job component as a whole I I I

1. DO COMPONENT AND TASKS 1) 121 (3) o 4t
Not Little 1110"e Mejority All of

APPLY TO YOUR POSITION: W.wOe 8,00Cmbility of teka of t,$ tasI

a. In actual or a0nmuated onvb t
operations W4 support?

b. In garson end other then a?

2. PERCENT OF TIME SPENT (01 (1) ,) (3) (4) (a) (6)

ON THIS JOB COMPONENT: Not epl a 1-316 10-2% 30-49% 50-69% 70-09% 99-I"I0,

a In actual or sinvleted cormat
oerations and suppoft?-- -

b. In gerisa and othe then a
3.' CRITICALITY OF THIS JOB 13 (1 (41

COMPONENT TO ENTIRs JOBs o, _. (2) (2)

a In actua or skftftW asb

b. In garison ed o~w me?

-7 <;777 
7_____I_________ ____________II_____1______ I



Identification No. .- I G 0 / /

Date: July 1979 Code:,!

JOB COMPONENT EE-12 1 " (3) (2, ",'0
Performs on-site supervision of engineer contract construction z

projects, and related contract administration 5a!
o ,0c a -( ze

Establish engineer field office and facilities, arrange staffing,
and disestablish when no longer needed.

Furnish contract information, interpretations, and guidance to A

contractor.

Approve placement of subcontracts.

, Conduct coordination conferences with contractors, customer agency 0
representatives, and others involved.

Review contractor's plan, directives, architectural studies, draw- )(I
ings. schedules for compliance with contract.

Review contractor's employment practices and pay structure for
compliance with law.

Monitor on-site compliance with security, safety, and protection j(
requirements.

Establish and operate system for monitoring construction opera-
tions and progress by observation, detailed technical inspections K
quality assurance procedures, records, and reports.

Make or review proposals for contract changes or supplemental
agreements, negotiate those within authority, and recommend
action on those requiring nigher contracting officer approval.

Review contractor claims, approve interim payments to contractors
and certify project completion for final payments.

Represent higher authority in community relations and public I '

information activities pertaining to project.

Prepare other correspondence memoranda and reports concerning
assigned construction project and supervision thereof.

Other

Level of performance most applicable for job component as a whole - j
1. DO COMPONENT AND TASKS 10) (1) (2) (3) (41

No, Little Several Mejorit A,, of
APPLY TO YOUR POSITION: app.abbe appliwcbilty of talk, of te.a, tal,

a. In actual or slmuated iomrbit
o rations and siupport? , --.._

b. In Varrison and other than a? __"_

2. PERCENT OF TIME SPENT (0) ft (2) (3) (4) (51 (6)

ON THIS JOB COMPONENT: Not 811106111l 1-9% 10-2% 3o-49I% 50-60% 70-8% 90-1-M

aIn actal or shmulated CI~a
a ml i o s &and su pport?

b. In ari and ot lh a?

3." CRITICALITY OF THIS JOB 1 (1) I
"COMPONENT TO ENTIRE JOB: Male, = . Critical

a In auiwel o nmad combat.

b. In IVmianf Md Mii IO?- I - I - I
7. 7 *.w.-



Identification No. 2' t? /0 /
Date: July 1979 Code: .t

JOB COMPONENT EE-13 (.
Coordinates military construction activities in an engineer
district a 01

6 o _ 03 o z

Advise superiors and staff on military construction matters.

Coordinate with installation and user organizations and provide
representation on request at installation master planning board
meetings.

Provide technical advice and assistance to installation author-
ities in long-range planning and cost estimating.

Coordinate and review work of technical staff in design, engineer-
ing, and monitoring of military construction projects.

Coordinate real estate transactions required for military.
construction projects.

Plan establishment of engineer field offices for on-si0e
supervision of construction projects. .

Issue guidance to and monitor subordinate area and *ld offices
concerned with local supervision of construction Jojects.

Visit and inspect contract construction pro N4 and offices in
district. .

Conduct in-process reviews of constvucti p ojects and review
reports from area and field offices coknstruction matters.

Other

Level of performanc most applicable for job component as a wholel I I IT I
- -ItI -(3 (4

1. DO COMPONENT AND TASKS No( (,3 s,,,, Majorit2 A(3 O

APPLY TO YOUR POSITION: Mhoala .p e ,my ,eailta of Ma tasks

a. In actual or silmuated iomb1 -

operations and mpport?

D. In garrison aW other than a?

2. PERCENT OF TIME SPENT o) (1 (2 (3) (4) (53 to)

ON THIS JOB COMPONENT: at oel"61 1-9% 10-29% 30-49 50-69% 70-89% "-ion

aIn actual or simulated combt I I
operations and wpgoort?- -

is. In garrisoon and other than a

3." CRITICALITY OF THIS JOB (@3 (13 (4)
COMPONENT TO ENTIRE JOB: Not Leat (2) . 1111

b. In actual at l iell ¢onbea.owfat olm WdWoot? ..

b. In W"Woin &Wn o0W mna

FOre4 C



Identification No. -; I /) /
Date: July 1979 Code: .2

JOB COMPONENT EE-14 rsj
Provides resident Engineer District representation and services

at a military installation
600

Establish office at military installation and liaison with
installation authorities.

Provide technical advice and assistance to installation author-
ities in installation planning and cost estimates.

Provide, or arrange for, engineering support services for instal-
lation such as real estate transactions, planning of major
construction on projects and related contractual services of types
beyond local capability or authority.

Coordinate with installation authorities, customer units, higher
engineer headquarters and area office, and others con rned.

Prepare studies, reports, records, correspondence, memoranda
pertaining to engineering matters. V

Travel to higher engineer headquarters and area ice to
coordinate, present briefings, and obtain in tion and
guidance.

Other V

Level of performance most applicable for job component as a whole i
1. COMPONENT A TASKS (0) (1) (2) (3) (41

Not Little Several Mhjority All of
APPLY TO YOUR POSITION: applicable applicability of teek s of loos task,

a. In actual or sinutated iombit

operations and suport?

b. In Wriso and other then It?

2. PERCENT OF TIME SPENT (0) 111 (21 (3) (4) (SI (61

ON THIS JOB COMPONENT: Not app cIable 1-1% 10-2% 30.49116 50-69% 70-89% 0-100%

a. In actual or simulated combat
operations anm mjppon? _~_

b. In garrion nd other than _1

3. CRITICALITY OF THIS JOB (0 11  (2) (41

'.COMPONENT TO ENTIRE JOB: Ne tLi, Aerg Critical ,l=,
a. In actual or smulated comlbt,

operations e suppor --? -

b. in wriso aM atler van a?

FOR- C
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Identification (Jo. .2/ e1o1-

INDIVIDUAL DATA SHEET

PART 1 -- Personal Data

Position Title (31 Mar 1978): 11,hIrvL &.0 _ _OPMS Duty Code:._g(_

Organization/Unit (31 Mar 1978): tsA- _iS oI../a Ln-,h Df .01 5 .

Station (31 Mar 1978): Zip Code:_

Grade (31 Mar 1978):, 0 . Branch: . I
Graduated CGSC (Year): 4 .... No;

Today's Date: ZI Sro ) 5 Basic Year Group: 5

PART 11 -- Job Data
1. Did you select from the catalogue list any additional job components which

were not included among the forms provided for your duty position?

a. No

b. Yes , I added the following
(List by job component number from Form B.)

2. Did you mark "Not Applicable" on any job component forms issued to you?

a. No

b. Yes-up"_, the following C. _7 -q.gp 1 4
(List by job tompohentiuniber from Form B.)

3. Do the attached job component forms (including any titles you added from the
catalogue list but excluding any marked "Not Applicable") fit your position
(primary duty assignment) and reasonably describe the essentials of the duties
indicated? See Note below.*)

a. Yes "

b. No , (if "No", explain on back of this sheet).

4. What estimated percentage of your total working time is accounted for by your
attached Job component forms?

a. In actual or simulated combat operations and support? 49 %
(Omit a if It is inapplicable or you feel unable to estimate.)

b. In garrison and other than a? 9wrian.%

5. Besides the job component forms attached and those included on the catalogue
list, do you still need other job components or tasks to cover the significant
duties of ypur position (primary assignment)? (See Note below.*)

a. No ._, the attached Job component forms plus those I have added from
the catalogue list suffice.

b. Yes_ , I need other components or tasks, which I indicate on the back
of this sheet.

*Note: In your analysis, ignore minor local variations and miscellaneous minor
common tasks.

FO_ _D



APPENDIX B

Detailed Analysis of Job Components as They
Applied to Salient Assignments Within 20 QPMS Specialties
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APPENDIX B

1. OPMS Specialty Code No.: 11
Salient Assignment: Senior Army Advisor

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment, or office.

Environment: Garrison
Application: All tasks
Time Consumed: 10% to 49%
Criticality: Average to critical

Environment: Combat
Application: Little

Job Component No.: W-6
Job Component Description: Provides advice and assistance for Army reserve

components.

Environment: Garrison
Application: All tasks
Time Consumed: 50% to 90%
Criticality: Most critical
Additions: 3 tasks recommended

Environment: Combat
Application: Little

2. OPMS Specialty Code No.: 12
Salient Assignment: Service School Staff & Faculty I

Job Component No.: N-1
Job Component Description: Prepares and conducts formal instruction in a

service school.

Environment: Garrison
Application: Majority of tasks
Time Consumed: 90% to 100%
Criticality: Critical

Environment: Combat
Application: Majority of tasks
Time Consumed: 10% to 100%
Criticality: Critical

3. OPKS Specialty Code No.: 13
Salient Assignment: Artillery Commnder, Battalion, Group or Division Artillery

Job Component No.: A-1
Job Component Description: Performs general administation.

1



Environment: Garrison
Application: All tasks
Time Consumed: 1% to 29%
Criticality: Least critical to critical

Environment: Combat
Application: All tasks
Time Consumed: 1% to 29%
Criticality: Least critical to critical

Job Component No.: A-2
Job Component Description: Exercises command authority in military justice

matters.

Environment: Garrison
Application: All tasks
Time Consumed: 1% to 29%
Criticality: Average to critical

Environment: Combat
Application: All tasks
Time Consumed: 1% to 29%
Criticality: Average to critical

Job Component No.: A-8

leader and takes action on personal problems.

Environment: Garrison
Application: All tasks
Time Consumed: 1% to 29%
Criticality: Average to critical

Environment: Combat
Application: All tasks -

Time Consumed: 1% to 29%
Criticality: Average to Critical

Job Component No.: A-9
Job Component Description: Supervises troop appearance and care and

maintenance of materiel and facilities in unit.

Environemnt: Garrison
Application: All tasks
Time Consumed: 10% to 29%
Criticality: Critical

Environment: Combat
Application: All tasks
Time Consumed: 10% to 29%
Criticality: Critical

Job Component No.: D-4
Job Component Description: Coordinates fire support for unit tactical

operations.

2
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Environment: Garrison
Application: Little

t Environment: Combat
Application: All tasks
Time Consumed: 10% to 69%
Criticality: Critical to most critical

Job Component No.: E-I
Job Component Description: Trains troop and/or civilian employees in

units and activities.

Environment: Garrison
Application: All tasks
Time Consumed: 10% to 49%
Criticality: Critical to most critical

Environment: Combat
Application: Little

Job Component No.: F-I
Job Component Description: Performs supply operations at consumer unit

level.

Environment: Garrison
Application: All tasks
Time Consumed: 1% to 29%
Criticality: Average to critical

Environment: Combat
Application: All tasks
Time Consumed: 1% to 29%
Criticality: Average to critical

Job Component No.: U-1
Job Component Description: Directs and controls employment of Field

Artillery unit.

Environment: Garrison
Application: All tasks
Time Consumed: 1% to 29%
Criticality: Not applicable to average

Environment: Combat
Application: All tasks
Time Consumed: 30% to 49%
Criticality: Critical to most critical

Job Component No.: U-6
Job Component Description: Participates individually and directly in

ground combat.

Environment: Garrison
Application: Not applicable

Environment: Combat
Application: All tasks
Time Consumd: 1% to 29%
Criticality: Average to critical

3



4. OPMS Specialty Code No.: 14
Salient Assignment: Staff Officer, Post or Center

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment or

office.

Environment: Garrison
Application: Majority of tasks
Time Consumed: 10% to 29%
Criticality: Least critical

Environment: Combat
Application: Not applicable

Job Component No.: A-6
Job Component Description: Directs, coordinates and supervises a staff.

Environment: Garrison
Application: Majority of tasks
Time Consumed: 30% to 49%
Criticality: Critical

Environment: Combat
Application: Not applicable

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high

level staff.

Environment: Garrison
Application: Majority of tasks
Time Consumed: 30% to 49%
Criticality: Average

Environment: Combat
Application: Not applicable

5. OPNS Specialty Code No.: 21
Salient Assignment: District Engineer or Assistant

Job Component No.: EE-12
Job Component Description: Performs on-site supervision of Engineer

contract construction projects and related
contract administration.

Environment: Garrison
Application: Majority of tasks
Time Consumed: 90% to 100%
Criticality: Most critical

Environment: Combat
Application: Not applicable

4
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6. OPHS Specialty Code No.: 25
Salient Assignment: Combat Comunications - Electronics Staff Officer

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment or

office.

Environment: Garrison
Application: All tasks
Time Consumed: 50% to 69%
Criticality: Most critical

Environment: Combat
Application: Not applicable

Job Component No.: G-2
Job Component Description: Performs communications-Electronics (C-E)

staff functions.

Environment: Garrison
Application: Majority of tasks
Time Consumed: 1% to 49%
Criticality: Least critical to critical

Environment: Combat
Application: Majority of tasks
Time Consumed: 1% to 49%
Criticality: Least critical to critical

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high

level staff.

Environment: Garrison
Application: All tasks
Time Consumed: 50% to 69%
Criticality: Most critical

Environment: Combat
Application: All tasks
Time Consumed: 50% to 69%
Criticality: Most critical

7. OPAS Specialty Code No.: 35
Salient Assignment: Tactical/Strategic Intelligence Staff Officer

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment, or

office.

Environment: Garrison
Application: All tasks
Time Consimed: 30% to 49%
Criticality: Average

5



Environment: Combat
Application: Not applicable

8. OPHs Specialty Code No.: 41
Salient Assignment: Personnel Management Staff Officer

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment or

office.

Environment: Garrison
Application: All tasks
Time Consumed: 70% to 100%
Criticality: Most critical

Environment: Combat
Application: Not applicable

Job Component No.: B-2
Job Component Description: Performs personnel management staff functions.

Environment: Garrison
Application: Several tasks
Time Consumed: 1% to 100%
Criticality: Average to most critical

Environment: Combat
Application: Several tasks
Time Consumed: 10% to 29%
Criticality: Average

Job Component No.: B-4
Job Component Description: Performs officer personnel management functions

at department level.

Environment: Garrison
Application: From several to a majority of tasks
Time Consumed: 1% to 100%
Criticality: Least to most critical

Environment: Combat
Application: Several tasks
Time Consumed: 1% to 9%
Criticality: Average

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high

level staff.

Environment: Garrison
Application: None to all tasks
Time Consumed: 1% to 49%
Criticality: Least to most critical

6
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Environment: Combat
Application: Little applicability

9. OPNS Specialty Code No.: 44
Salient Assignment: Finance and Accounting Staff Officer

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment or office.

Environment: Garrison
Application: All tasks
Time Consumed: 30% to 69%
Criticality: Critical to most critical

Environment: Combat
Application: Little applicability

Job Component No.: II-I
Job Component Description: Performs Zinance and accounting functions. j'

Environment: Garrison
Application: Majority of tasks
Time Consumed: 30% to 89%
Criticality: Least to most critical

Environment: Combat
Application: Little applicability

.10. OPNS Specialty Code No.: 47
Salient Assignment: Professor of ilitary Science at a College or University

Job Component No.: A-1
Job Component Description: Performs general administration.

Environment: Garrison
Application: Little applicability
Tim Consumed: 1% to 29%
Criticality: Least critical to critical

Environment: Combat
Application: Not applicable

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment or office.

Environment: Garrison

Application: Majority of tasks
Tim Consumed: 1% to 49%
Criticality: Critical

Envirorwent: Combat
Application: Not applicable

' i
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Job Component No.: N-2
Job Component Description: Conducts ROTC activities at a civilian

educational institution.

Environment: Garrison
Application: All tasks
Time Consumed: 50% to 89%
Criticality: Most critical

Environment: Combat
Application: Not applicable

11. OPMS Specialty Code No.: 49
Salient Assignment: Operations Research/Systems Analysis Staff Officer

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment, or

office.

Environment: Garrison
Application: All tasks
Time Consumed: 30% to 89%
Criticality: Average to most critical

Environment: Combat
Application: Not applicable

Job Component No.: L-1
Job Component Description: Performs operations research/systems analysis.

Environment: Garrison
Applicatio.: Majority of tasks
Time Consumed: 1% to 100%
Criticality: Least to most critical

Environment: Combat
Application: Not applicable

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high

level staff.

Environment: Garrison
Application: Several to all tasks
Time Consumed: 1% to 69%
Criticality: Least to most critical

Environment: Combat
Application: Not applicable

12. OPE Specialty Code No.: 5I
Balent Asalgrmt: Rsarob ad Dereloeet Staff Officer

ISTW Tt!



Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment, or

office.

Environment: Garrison
Application: All tasks
Time Consumed: 1% to 49%
Criticality: Average to critical

Environment: Combat
Application: Not applicable

Job Component No.: K-1
Job Component Description: Performs staff functions pertaining to research,

development, test and evaluation of new equip-
ment and materiel.

Environment: Garrison
Application: Majority to all tasks
Time Consumed: 10% to 49%
Criticality: Average to most critical

Environment: Combat
Application: Not applicable

Job Component No.: K-2
Job Component Description: Conducts service or operational test and

evaluation of new equipment and materiel.

Environment: Garrison
Application: Several to a majority of tasks
Time Consumed: 1% to 9%
Criticality: Average

Environment: Combat

Application: Not applicable

Job Component No.: K-3
Job Component Description: Coordinates tests and evaluation of new equip-

ment and materiel.

Environment: Garrison
Application: Several to a majority of tasks
Time Consumed: 1% to 29%
Criticality: Least to critical

Environment: Combat
Application: Not applicable

Job Component No.: K-4
Job Component Description: Coordinates or conducts research, development

and engineering for developmental materiel or
system.

9
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Environment: Garrison
Application: Majority to all tasks
Time Consumed: 10% to 39%
Criticality: Average to critical

Environment: Combat
Application: Not applicable

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high

level staff.

Environment: Garrison
Application: Majority to all tasks
Time Consumed: 10% to 29%
Criticality: Average to critical

Environment: Combat
Application: Not applicable

13. OP S Specialty Code No.: 52
Salient Assignment: Nuclear Weapons Effects Staff Officers

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment, or

office.

Environment: Garrison
Application: All tasks
Time Consumed: 30% to 49%
Criticality: Most critical

Environment: Combat
Application: Little applicability

Job Component No.: X-2
Job Component Description: Performs specialized nuclear weapons effects

analysis.

Envirovent: Garrison
Application: Majority of tasks
Time Consumed: 30% to 49%
Criticality: Critical

Environment: Combat
Application: Little applicability

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high

level staff.

Environment: Garrison
Application: Majority of tasks
Tim Consud: 10% to 29%
Criticality: Least critical

10



Environment: Combat
Application: Little applicability

14. OPHS Specialty Code No.: 54
Salient Assignment: Operations and Force Development Staff Officer

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment, or

office.

Environment: Garrison
Application: All tasks
Time Consumed: 30% to 100%
Criticality: Average to most critical

Environment: Combat
Application: All tasks
Time Consumed: 30% to 100%
Criticality: Average to most critical

Job Component No.: A-13
Job Component Description: Performs management analysis staff functions.

Environment: Garrison
Application: All tasks
TimeConsumed: 30% to 49%
Criticality: Critical

Environment: Combat
Application: All tasks
Time. Consumed: 30% to 49%
Criticality: Critical

Job Component No.: D-1
Job Component Description: Performs operations staff functions in a

general staff or other coordinating staff.

Environment: Garrison
Application: Several to all tasks
Time Consumed: 10% to 89%
Criticality: Average to critical

Environment: Combat
Application: Little to all tasks
Time Consumed: 10% to 89%
Criticality: Average to most critical

Job Component No.: D-2
Job Component Description: Performs operations planning staff functions

in a general staff or other coordinating staff.

Environment: Garrison
Application: Several to all tasks
Time Consumed: 1% to 69%
Criticality: Average to most critical



I...

Environment: Combat
Application: Little to all tasks

Time Consumed: 0% to 89%
Criticality: None to most critical

Job Component No.: E-3
Job Component Description: Performs force development functions in a

general staff or other coordinating staff.

Environment: Garrison
Application: None to all tasks
Time Consumed: 0% to 29%
Criticality: None to critical

Environment: Combat
Application: None to all tasks
Time Consumed: 0% to 29%
Criticality: None to critical

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high

level staff.

Environment: Garrison
Application: All tasks
Time Consumed: 1% to 100%

Criticality: Least to most critical

Environment: Combat
Application: Little to all tasks
Time Consumed: None to 100%
Criticality: None to most critical

15. OPNS Specialty Code No.: 70ISalient Assignment: Logistics Management Staff Officer

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment, or

office.

Environment: Garrison
Application: None to a majority of tasks
Time Consumed: 0% to 89%
Criticality: None to most critical

Environment: Combat
Application: None to a majority of tasks
Time Consumed: 0% to 29%
Criticality: Least critical

Job Component No.: F-7
Job Component Description: Performs general logistics staff functions.

12



Environment: Garrison
Application: Little to all tasks
Time Consumed: 0% to 29%
Criticality: None to average

Environment: Combat
Application: Little to a majority of tasks
Time Consumed: 0% to 89%
Criticality: None to most critical

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high

level staff.

Environment: Garrison
Application: Little to all tasks
Time Consumed: 0% to 89%
Criticality: None to critical

Environment: Combat
Application: Little to all tasks
Time Consumed: 0% to 29%
Criticality: None to average

16. OPMS Specialty Code No.: 75
Salient Assignment: Munitions Materiel Management Officer

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment, or

office.

Environment: Garrison
Application: Majority to all tasks
Time Consumed: 70% to 89%
Criticality: Critical to most critical

Environment: Combat
Application: Not applicable

Job Component No.: FF-12
Job Component Description: Oversees a Government operated munitions plant.

Environment: Garrison
Application: None to a majority of tasks
Time Consumed: 0% to 69%
Criticality: None to critical

Environment: Combat
Application: Not applicable

Job Component No.: HH-5

Job Component Description: Directs and controls repair of non-missile
equipment.
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Environment: Garrison
Application: Little
Time Consumed: 1% to 9%
Criticality: Least critical

Environment: Combat
Application: Not applicable

Job Component No.: HH-6
Job Component Description: Supervises storage and warehouse operations.

Environment: Garrison
Application: None to all tasks
Time Consumed: 0% to 69%
Criticality: None to critical

Environment: Combat
Application: Not applicable

Job Component No.: HH-13
Job Component Description: Directs and controls conventional ammunition

supply and storage operations.

Environment: Garrison
Application: None to a majority of tasks
Time Consumed: 0% to 69%
Criticality: None to critical

Environment: Combat
Application: Not applicable

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high

: level staff.

Environment: Garrison
Application: None to all tasks
Time Consumed: 0% to 9%
Criticality: None to average

Environment: Combat
Application: Not applicable

*

.17. OPMS Specialty Code No.: 91
Salient Assignment: Maintenance Management Staff Officer

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment, or

,office.

Environment: Garrison
Application: None to a majority of tasks
Time Consumed: 0% to 89%
''iticality: None to critical

14



Environment: Combat
Application: None to a majority
Time Consumed: 0% to 2C%
Criticality: Least critical

Job Component No.: F-3
Job Component Description: Performs equipment maintenance and readiness

staff functions in a general staff or other
coordinating staff.

Environment: Garrison
Application: Several to all tasks
Time Consumed: 1% to 100%
Criticality: Critical to most critical

Environment: Combat
Application: None to all tasks
Time Consumed: 0% to 89%
Criticality: None to most critical

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high

level staff.

i 'Environment: Garrison
Application: Several to all tasks
Time Consumed: 1% to 29%
Criticality: Average to critical

S

Environment: Combat
Application: None to all tasks
Time Consumed: 0% to 29%
Criticality: None to critical

18. OPMS Specialty Code No.: 92

Salient Assignment: Supply Management Staff Officer

Job Component No.: A-3

Job Component Description: Supervises a staff, section, detachment, or
office.

IEnvironment: Garrison

, Application: Majority to all tasks
Time Consumed: 10% to 49%
Criticality: Least critical to critical

Environment: Combat
Application: Not applicable

Job Component No.: F-2
Job Component Description: Performs supply staff functions.

Environment: Garrison
Application: None to a majority of tasks
Time Consumed: 0% to 49%
Criticality: None to critical

15
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Environment: Combat
Application: None to a majority of tasks
Time Consumed: 0% to 9%
Criticality: None to critical

Job Component No.: 48-1
Job Component Description: Performs action officer staff functions on a

high level staff.

Environment: Garrison
Application: None to all tasks
Time Consumed: 0% to 9%
Criticality: None to average

Environment: Combat
Application: Not applicable

19. OPMS Specialty Code No.: 93
Salient Assignment: Logistic Services Management Staff Officer

Job Component No.: A-3
Job Component Description: Supervises a staff section, detachment, or

office.

Environment: Garrison
Application: All tasks
Time Consumed: 90% to 100%
Criticality: Most critical

Environment: Combat
Application: Not applicable

Job Component No.: F-5
Job Component Description: Performs logistics services staff functions in

a general staff or other coordinating staff.

Environment: Garrison
Application: Little
Time Consumed: 10% to 29%
Criticality: Average

Environment: Combat
Application: Not applicable

20. OPNS Specialty Code No.: 97
Salient Assignment: Procurement Officer

Job Component No.: A-3
Job Component Description: Supervises a staff, section, detachment, or

office.

Environment: Garrisc..
Application: Majority of tasks
Time Consumed: 30% to 89%
Criticality: Critical

16



Environment: Combat
Application: None to majority of tasks
Time Consumed: 0% to 89%
Criticality: None to critical

Job Component No.: F-8
Job Component Description: Performs staff functions concerning procurement

of materiel.

Environment: Garrison
Application: None to several tasks
Time Consumed: 0% to 9%
Criticality: Least critical

Environment: Combat
Application: Not applicable

Job Component No.: FF-6
Job Component Description: Performs purchasing and contracting functions

under the Armed Services Procurement Regulations.

Environment: Garrison
Application: None to several tasks
Time Consumed: 0% to 9%
Criticality: Least critical

Environment: Combat
Application: Not applicable

a
Job Component No.: FF-10
Job Component Description: Performs contract administration functions

under the Armed Services Procurement Regulations.

Environment: Garrison
Application: None to all
Time Consumed: 0% to 29%
Criticality: None to average

Environment: Combat
Application: Not applicable

Job Component No.: 48-1
Job Component Description: Performs action officer functions on a high level ,

staff.

Environment: Garrison

Application: None to several tasks
Time Consumed: 0% to 49%
Criticality: None to average

Environment: Combat
Application: None to several tasks
Time Consumed: 0% to 49%
Criticality: None to average

17



APPENDIX C

Example of Survey Instrument Developed
to Field Test the JCCIs
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Section I

Memorandum for: Army Officers Participating in Job Component Certification
Instrument (JCCI) Survey

i'.... there is a real need to be explicit about what officers must know
and do, to establish unambiguous standards, and to make available the
mechanism to assist officers in attaining acceptable levels of perfor-
mance. This need should be satisfied in the 1990 Army by Military Qual-
ification Standards."11

P .The above quotation from the RETO report summarizes the Army's recognition
of a need to establish Military Qualification Standards for officers. The Army
Research Institute is conducting research to create a prototype and evaluate a
methodology for developing feedback from the field to define the structure and
direction of a professional self-development program for field grade officers.

Read the instructions in Section II, keeping in mind that they are pre-
pared for supervisors.

s lRead the Job Component Certification Instruments (JCCI), Section III, which I

should describe the critical components of a job which you supervise. If this k
were an actual evaluation of an incumbent's job qualification, his/her name and
additional data would have been filled in at the top of each page of Section III.
His/her supervisor would place an "x" in the appropriate square and sign and date
the instrument which would become a permanent record attesting to the incumbent's

* qualification to perform these job components in whatever duty positions they are
found. Some job components are unique; many are common to a number of jobs. You
need not fill in any information on Section III. Just read it in order to an-
swer the questions in Section IV.

Please read and answer the six (6) questions in Section IV.

AryThank you for your cooperation in this worthwhile research effort for the

Army.

1Army, Dept. of the. A review of education and training for officers. Washington,
DC: Hq. Dept. of the Army, 30 June 1978, I, V6.
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Section II

INSTRUCTIONS
FOR

SUPERVISOR

The Job Component(s) listed on the attached Job Component Certification
Instrument(s) (JCCI) describe(s) the principal jobs (duties) performed by the
officer whose name appears at the top of the page at the left.

Listed below each Job Component are the performance standards whose
attainment by the incumbent contribute towards successful accomplishment ofthe basic Job Component.

Read each Job Component and the accompanying performance standards.

Place an 1x" in the appropriate box near the bottom of the page which
best describes the incumbent's mastery of the Job Component.

Sign and date each JCCI.

Place. the completed JCCI forms in the accompanying self-addressed
Envelope and mail.

i
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Section III Identification No._ ____

Job Component.Certification Instrument (JCCI)
for Senior Army Advisors

Nam (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A DETACHMENT OR OFFICE

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Organize resources into functional elements to accomplish mission.

3. Prescribe standing operating procedures for internal functioning.

4. Schedule and allocate work, assign priorities and issue- guidance.

S. Monitor, review and evaluate work.

6. Operate a system for filing, retrieval, display and reporting of information.

£ 7. -Provide for Office services and clerical support.

B. Motivate, evaluate and counsel subordinates.

of erfrmace: Not Observed JNot Yet Qualified j Qualified

Nows of Supervisor (signed) nem of Supervisor (typed) Date



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Senior Army Advisors

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PROVIDES ADVICE AND ASSISTANCE FOR ARMY RESERVE COMPONENTS

Performance Standards:

1. Represent and advise superior and others on National Guard or Reserve matters.

2. Interpret and implement policy guidance concerning Reserve Component (RC)
activities.

3. Advise commander of RC units on training, administration, operations, logistics,F planning, personnel management to include recruiting, intelligence, communications
and ceremonies.

4. Prepare RC units for mobilization.

S. Coordinate with higher echelons and supported units concerning RC activities.

6. Provide periodic reports and records on training and readiness status of reserve
units.

7. Accompany RC unit commander and staff on inspections and assist in dealing with
remedial actions for problems surfaced.

8. Coordinate activities of subordinate advisory/augmentee personnel.

9. Accomplish required staff actions as an augmentee on a Reserve Comand staff.

10. Represent Army in community activities.

Manner of Performance: I
Not Observed Not Yet Qualified Qualified

Name of Sqpervisor (signed) Name of Supervisor (typed) Date

-- # N



Identification No.Section IV -

Survey Questionnaire

Explanation: The following questions pertain to the utility of the Job Compo-
nent Certification Instrument (JCCI) as a means to define, measure
and track the assignments of incumbents. Please read and answer
the six (6) questions which follow from the point of view of a
training planner.

1. Are the instructions on Section II clear as to what a supervisor is expected
to do?

2. In your opinion do the JCCI(s), Section II, adequately describe an incumbent's
principal duties? If not, please elaborate.

V

3. Are the performance standards listed for each JCCI related and thus describe
a distinctive and relatively self-contained component or part of an incum-
bent's duty position?

If not, please comment as to which standards do not conform to this description.

it
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Section IV Identification No.
I Continued

4. Does a single overall evaluation for the JCCI represent an accurate evalua-
tion of the individual performance standards which apply to that JCCI?

If not, should an incumbent be evaluated individually on each performance
standard?

p

5. Are the performance standards themselves clear and understandable?

6. Once an incumbent has received a "Qualified" evaluation on a component of
his/her job, do you believe that his/her supervisors or personnel managers
could use this information in future utilization of the individual or that
training planners could use the information in planning what, where and how
needed training is to be presented? Explain.
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Job Component Certification Instruments (JCCIs)

OPMS Specialty
Code No. Salient Assignment

11 - Senior Army Advisor

12 - Staff & Faculty, Service School

13 - Field Artillery Commander, Bn, Gp, Div.
Arty.

14 - Staff Officer, Post or Center

21 - District Engineer or Assistant District
Engineer

25 - Combat Communications-Electronics (C-E)
Staff Officer

35 - Tactical/Strategic Intelligence Staff
Officer

41 - Personnel Management Staff Officer

44 - Finance and Accounting Staff Officer

47 - Professor of Military Science

49 - Operations Research/Systems Analysis
Staff Officer

51 - Research and Development Staff Officer

52 - Nuclear Weapons Effects Staff Officer

54 - Operations and Force Development Staff
Officer

70 - Logistics Management Staff Officer

75 - Munitions Materiel Management Officer

91 - Maintenance Management Stff Officer

92 - Supply Management Staff Officer
93 - Logistics Services Management Staff

97 7 Pouen Offficr



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Senior Army Advisor

Name (Incumbent) Grade SSN Date Joined in
Current P, "tion

Job Title Organization

Job Component: SUPERVISES A DETACHMENT OR OFFICE

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Organize resources into functional elements to accomplish mission.

3. Prescribe standing operating procedures for internal functioning.

4. Schedule and allocate work, assign priorities and issue guidance.

5. Monitor, review and evaluate work.

6. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Motivate, evaluate and counsel subordinates.

9. Monitor safeguarding classified information and other aspects of internal security.

Manner of Performance: I
Not Observed Not Yet Qualified Qualified

Ne of Supervisor (signed) Name of Supervisor (typed) Date



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Senior Army Advisor

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PROVIDES ADVICE AND ASSISTANCE FOR ARMY RESERVE COMPONENTS

Performance Standards:

I. Represent and advise superior and others on National Guard or Reserve matters.

2. Interpret and implement policy guidance concerning Reserve Component (RC)
activities.

3. Advise commander of RC units on training, administration, operations, logistics,
planning, personnel management to include recruiting, intelligence, communications
and ceremonies.

4. Prepare RC units for mobilization.

S. Coordinate with higher echelons and supported units concerning RC activities.

6. Provide periodic reports and records on training and readiness status of reserve
units.

7. Accompany RC unit commander and staff on inspections and assist in dealing with
remedial actions for problems surfaced.

8. Coordinate activities of subordinate advisory/augmentee personnel.

9. Accomplish required staff actions as an augmentee on a Reserve Coumand staff.

10. Represent Army in community activities. -

Mnner of Performance:III

Not Observed Not Yet Qualified Qualified

N o I

Name of Supervisor (signed) Niac of Supervisor (typed) Date



Section III Identification No.__

Job Component Certification Instrument (JCCI)
for Staff & Faculty, Service School

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

0ob Component: PREPARES AND CONDUCTS FORMAL INSTRUCTION IN A SERVICE SCHOOL

Performance Standards:

1. Prepare instructional unit SOP.

2. Plan and prepare units of instruction, POI, lesson plans, training aids and make
arrangements for physical facilities.

3. Prepare and review pamphlets, papers or other instructional materials and training
aids.

4. Coordinate instructional substance, coverage and phasing with others concerned.

5. Present formal classroom instruction.

6. Assign student workload to accomplish class objectives.

7. Conduct instructional demonstrations.

8. Lead group discussion and semilar type instruction.

9. Prepare and conduct examinations, tests, classroom exercises and laboratory work.

10, Evaluate instructional effectivenss and student learning.
11. Evaluate, motivate and counsel students.

Homaer of Performance: '

,, Not Observed Not Yet Qualified Qualified

Ine of Suervisor (signed) NMm of Supervisor (typed) Date

-r- • ..-
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* Section III Identification No.

Job Component Certification Instrument (JCCI)
for Field Artillery Commander, Battalion, Group, Division Artillery

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS GENERAL ADMINISTRATION

Performance Standards:

1. Prepare administrative SOPs and instructions.

2. Monitor security of classified documents.

3. Prepare and review administrative correspondence, memoranda and reports.

4. Establish and monitor arrangements for collection and distribution of mail within
unit.

S. Screen incoming correspondence and distribute for action or information.

6. Establish and operate suspense system.

7. Authenticate orders and official correspondence.

8. Establish and post files of records and regulations.

9. Review, interpret and apply directives and information.

10. Schedule appointments, conferences and other such activities.

11. Provide for reproduction and duplication services.

12. Prepare and review unit journal, historical records and morning report (or change
reports for centralized systems)

13. Administer unit funds.

14. Establish and operate unit message center.

15. Prepare daily bulletin o' similar publication.

Nomer of Performance: '" ..

e e Not Observed Not Yet Qualified Qualified

Now of Supervisor (signed) Kn of Supervisor (typed) Date

r ., *. ~ ,



Section III Identification No.

It Job Component Ceitification Instrument (JCCI)
for Field Artillery Commander, Battalion, Group, Division Artillery

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: EXERCISES COMMAND AUTHORITY IN MILITARY JUSTICE MATTERS

Performance Standards:

1. Issue formal admonitions and repremands.

2. Prefer charges.

3. Appoint investigation officers, boards and members of courts martial.

4. Review and take command action on findings of investigation officers, courts and"boards.

5. Exercise authority of non-judicial punishment under UCMJ.

I

MaNer of Performance:
Not Observed Not Yet Qualified Qualified

3m of Supervisor (signed) Now of Supervisor (typed) ate

. o



Section III Identification No.

Job Component Certification Instrument (JCCI)

for Field Artillery Commander, Battalion, Group, Division Artillery

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: COUNSELS AND EVALUATES SUBORDINATES AS A TROOP LEADER AND TAKES
ACTION ON PERSONAL PROBLEMS

Performance Standards:

1. Interview, consult and counsel subordinates concerning personal problems, performance
and career development, or for other leadership purposes.

2. Investigate and seek information to counsel, advise or assist subordinates.

3. Pursue:follow-up actions to help resolve personal problems of subordinates, coor-
dinating with any other authorities concerned.

S4. Evaluate subordinates.

Nemner of Perfornco:!

Not Observed Not Yet qualified Qualified

V

Nme of Supervisor (signed) NIM of Supervisor (typed) Date

Po I;! 'I
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Section III Identification No.

Job Component Certification Instrument (JCCI)
for Field Artillery Commander, Battalion, Group, Division Artillery

Name (Incumbent) Grade SsN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISE TROOP APPEARANCE AND CARE AND MAINTENANCE OF MATERIEL
AND FACILITIES IN UNIT

Performance Standards:

1. Operate "motor stables" or similar activity for care and maintenance of vehicles,
aircraft and associated equipment.

2. Monitor care and maintenance and security of weapons and other equipment.

3. Monitor care, security and maintenance of facilities, grounds and installation

property in unit custody.

4. Monitor dress and appearance of subordinate personnel and care and maintenance of
their individual uniform clothing and equipment.

S 5. Perform maintenance record administration in unit.

6. Inspect troops, equipment and facilities.

aMer of Performace: I o
Not Observed Nt Yet Qualified Qualified

Xes of Syeprvise (signed) Nem of Supervisor (typed) Date

.
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Section III Identification No.

Job Component Certification Instrument (JCCI)
for Field Artillery Commander, Battalion, Group, Division Artillery

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: COORDINATES FIRE SUPPORT FOR UNIT TACTICAL OPERATIONS

Performance Standards:

1. Advise commander and others concerning fire support.

2. Establish and operate fire support coordination center.

3. Develop and coordinate fire support plan in concert with concept of operations and
representatives of other fire support agencies.

4. Control employment of unit's organic fire support weapons.

5. Determine capabilities and requirements for overgll fire support.

6. Arrange and coordinate naval gunfire, artillery, mortars, tactical air, attack heli-
copter support and air space utilization.

V j

Nam r of Performace: I
Not Observed Not Yet Qualified Qualified

Mme of Supervisor (signed) 3m. of Supervisor (typed) fte

+.* '- - g .. g- ________ --. _--
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Section III Identification No.

Job Component Certification Instrument (JCCI)
for Field Artillery Commander, Battalion, Group, Division Artillery

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: TRAINS TROOPS AND/OR CIVILIAN EMPLOYEES IN UNITS AND ACTIVITIES

Performance Standards:

1. Prepare training schedules in accordance with training programs and directives.

2. Prepare lesson plans for training.

3. Arrange for training areas, training materials and aids.

4. Teach formal classes by lecture.

5. Conduct group instruction,

6. Conduct demonstrations.

7. Conduct individual on-the-job training.

8. Conduct practical applicatory team training.

9. Manage range firing.

10. Conduct physical training.

11. Conduct unit operational training exercises.

12; Monitor and inspect training.

13. Test and evaluate training status and proficiency.

14. Post training records, training publications and submit training reports.

,Ne.r of Performance:
NotM erved Not Yet Qualified Qualified

Nm of sa.wrsor (sip") UN of Sservisor (typed) Date

-j -- -,.



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Field Artillery Commander, Battalion, Group, Division Artillery

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

,Job Component: PERFORMS SUPPLY OPERATIONS AT CONSUMER UNIT LEVEL

Performance Standards:

1. Prepare supply SOP and directives for unit supply.

2. Determine unit requirements and prepare requisitions.

3. Arrange for drawing and turn-in of supplies, equipment and weapons.

4. Store, secure, control and issue unit supplies, equipment and weapons.

5. Prepare unit property and supply records and reports.
6. Prepare individual clothing and equipment records.
7. Inspect condition and verify quantities of organizational, equipment, weapons and

supplies.

8. Prepare reports of survey and droppage certifications.

9. Process items for repair and salvage.

10. Arrange for laundry and dry cleaning services and footgear repair.

eot Observed Not Yet Qualified Qualified

Noe of Supervisor (signed) Na. of Supervisor (typed) Date



Section III Identification No.________

Job Component Certification Instrument (JCCI)

for Field Artillery Comumder, Battalion, Group, Division Artillery

Na. (Incumbent) Grade SSK Date JoineO in
I

Job ompoent:Current Position

Job Title Organization

Job Component: DIRECTS AND CONTROLS EMPLOYMENT OF A FIELD ARTILLERY UNIT

Performance Standards:

1. Interpret orders, obtain intelligence and other information pertaining to mission.

2. Evaluate relevant factors including mission, enemy, terrain and troops, reconnoiter
physically or by use of maps and phetos, and make estimate of situation.

3. Plan disposition and employment of unit.

4. Arrange for and coordinate fire support.

S. Issue orders to carry out unit's mission.

6. Inform-own, superior, subordinate and adjacent units on situation.

7. Coordinate actions with friendly units and civil authorities.

8. Evaluate operation.% progress and modify orders as the situation warrants.

9. Check personnel, weapons, equipment and supplies, and prepare for further operations.

10. Plan and employ commnications.

11. Employ surveillance radar, sensing devices and take other measures to establish local
security.

12. Employ and coordinate use of rotary wing aircraft in tactical operations.

13. Assign personnel to duty, inspect work, train in proper procedures and provide leader-
ship.

*am of Performance:
NKt Observed Ne Yet Weaifted Witiod

am of averrbr (.1 pa) am of sum'viaei (typed) Rau

..

-7 m I



Section III Identification No._

Job Component Certification Instrument (JCCI)
for Field Artillery Commander, Battalion, Group, Division Artillery

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PARTICIPATES INDIVIDUALLY AND DIRECTLY IN GROUND COMBAT

Performance Standards:

1. Fight enemy at close range with individual weapons or in hand-to-hand combat.

2. Employ night vision equipment in reconnaissance and target identification.

3. Sense effect of fire, and adjust fire accordingly.

4. Drive vehicle in combat when regular operator is incapacitated or unavailable.

S. Employ-first aid.

6. Operate crew-served weapons when regular crew is 'depleted.

7. Operate field telephone and voice radio.

o e

Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Man of Supervisor (typed) Date

.....



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Staff Officer, Post or Center

Name (Incumbent) Grade SSN Date Joined in
Current Position

'I

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

5. Assign and coordinate work by issuing instructions to subordinates and monitoring
results.

6. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
security policies.

9. Inform and advise commander in matters of concern to him/her.

* 10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her adsence.

12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

Manner of Performance: i ..

a Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Nam of Supervisor (typed) Date

---------. _ _ _ _ _ _ _ _ _ _ _ _



Section III Identification No.-

Job Component .Certification Instrument (JCCI)
for Staff Officer, Post or .Center

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other
similar documents for a superior.

2. Represent superior in action officer meetings.

3. Process joint staff action directives.

I

Yanner of Performance: I
Not Observed Not Yet Qualified Qualified

Nam of Supervisor (signed) Nam of Supervisor (typed) Date

-~ -



Section III Identification No.

Job Component Certification Instrument (JCCI)
for District Engineer or Assistant District Engineer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ON-SITE SUPERVISION OF ENGINEER CONTRACT CONSTRUCTION
, PROJECTS AND RELATED CONTRACT ADMINISTRATION

Performance Standards:

1. Establish engineer field office and facilities, arrange staffing and disestablish
when no longer needed.

2. Furnish contract information, interpretations and guidance to contractor.

3. Conduct coordination conferences with contractors, customer agency representatives
and others involved.

4. Review:contractor's plan, directives, arthitectural studies, drawings, schedules
for compliance with contract.

5. Review contractor's employment practices and pay structure for compliance with law.

6. Monitor on-site compliance with security, safety and protection requirements.

, 7. Establish and-operate system for monitoring construction operations and progress by
observation, detailed technical inspections, quality assurance procedures, records
and reports.

8. Make or review proposals for contract changes or supplemental agreements, negotiate
those within authority and recommend action on those requiring higher contracting
officer approval.

9. Review contractor claims, approve interim payments to contractors and certify project

completion for final payments.

10. Represent higher authority in community relations and public information activities
pertaining to project.

11. Prepare other correspondence memoranda and. reports concerning assigned project and
supervision there f.

Mnner of Performance: Not Observed Not Yet Qualified Qualified

ime of Supervisor (signed) Nm of Supervisor (typed) Date



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Combat Communications-Electronics (C-E) Staff Officer

Name (Incumbent) Grade SSM Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to-subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

S. Assign and coordinate work by issuing instructions to subordinates and monitoring
results.:

6. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
* security policies.

9, Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

Ii. -Represent commander and act for him/her in his/her absence.

12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

•eNot Observed Not Yet Qualified Qualified

N of Supervisor (signed) Name of Supervisor (typed) Date

71.B



Section III Identification No.________

Job Component Certification Instrument (JCCI)
for Combat Comunications-Electronics (C-E) Staff Officer

Nome (Incumbent) Grade 5514 Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other
similar documents for a superior.

2.. Represent superior in action officer meetings.

3. Process joint staff action directives.

Ibumr o Peforanc: Not Observedi Not Yet Qualified j Qualified

UNm of Supervisor (signed) Nam of Supervisor (typed) Date

V - ______________________--Now_



Section III Identification No.

K Job Component Certification Instrument (JCCI)
for Combat Communications-Electronics (C-E) Staff Officer

Name (Incumbent) Grade SSN Date Joined in

Current Position

Job Title Organization

Job Component: PERFORMS COMMUNICATIONS-ELECTRONICS (C-E) STAFF FUNCTIONS.

Performance Standards :

1. Advise commander and others on tactical and strategic C-E matters.

2. Prepare technical policy guidance and procedures for C-E activities.

3. Prepare CESI, CEOI and portions of SOP, operations orders and plans.
4. Determine C-E operational requirements and capabilities.

5. Recommend procurement of units and equipment.

6. Provide technical advice and assistance in electronic warfarp (ECM and ECCM) and
C-E aspects of combat surveillance and target acquisition<

7. Coordinate C-E within staff and with higher, lower and supporting units.

8. Prepare studies, reports, records and co-rrespondence concerning C-E.

9. Inspect C-E operations and equipment.

10. Prepare and present C-E briefings.

11. Recommend allocation of C-E resources to supervisor.

Rm~aer of Performance:I alfe I
Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Name of Supervisor (typed) Date

7S.,

- . ~ n



Section III Identification No.

Job Component Certification Instrumcnt (JCCI)
for Tactical and Strategic Intelligence Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE

Performance Standards:

1. Gather, interpret andapply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.
5. Assign and coordinate work by issuing instructions to subordinates and monitoring re-

sults.

6. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
A security policies.

9. Inform and advise commander in matters of concern to rm/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.

12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

N ane r of Performance: I
Not Observed Not Yet Qualified Qualified

of Supervisor (signed) Name of Supervisor (typed) Date

X 7 7 ._.__. , ; ... A



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Tactical and Strategic Intelligence Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other
similar documents for a superior.

2. Represent superior in action officer meetings. *1

3. Process joint staff action directives.

bV

4 4'

Not Observed Not Yet Qualified Qualified

UNw of Supervisor (signed) Nam of Supervisor (typed) Date

77 t~7 : ~ -
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Section III Identification No.

Job Component Certification Instrument (JCCI)
for Tactical and Strategic Intelligence Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS FOREIGN AREA STRATEGIC INTELLIGENCE STAFF FUNCTIONS,

Performance Standards:

1. Determine and assign collection responsibility for intelligence requirements of user
elements concerning foreign area involved.

2. Review daily flow of intelligence and information relating to assigned area.

3. Analyze, interpret, evaluate and put in finished form, intelligence from all sources
to satisfy need of intended recipients.

4. Coordinate with other intelligence analysts to validate information.

5. Prepare intelligence estimates related to area of interest.

'6. Present organization's intelligence position at joint and inter-agency intelligence
conferences.

7. Disseminate various finished intelligence products such as summaries, special reports,
memoranda and fact sheets.

8. Prepare and present intelligence briefings on assigned area.

Hanner of Performmee: II
Not Observed Not Yet Qualified Qualified

N of Supervisor (signed) Name of Supervisor (typed) Date

- - _ - _ ___!



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Tactical and Strategic Intelligence Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS COMBAT INTELLIGENCE STAFF FUNCTIONS.

Performance Standards:

1. Advise superior and others on combat intelligence.

2. Prepare policy directives and SOP for combat intelligence operations.

3. Determine intelligence production requirements (IPR) and essential elements of in-
formation (EEl).

4. Prepare combat intelligence collection plans.

5. Prepare combat intelligence annex to operations plan.

6. Analyze terrain in unit's area of operation.

7. Obtain and issue weather forecasts.

8. Prepare requests for aerial reconnaissance.

9. Coordinate signal intelligence and sensor activities.

1 10. Evaluate intelligence reports and disseminate pertinent part to own, higher and lower
units.

ll. Assess enemy capabilities and operations on a continuing basis and prepare combat
intelligence estimates.

12. Perform operational functions in tactical operations center or operations element of
CP.

13. Coordinate POW interrogation.

14. Prepare and present combat intelligence briefings.

Vnnmer of Performance: I
o e Not Observed Not Yet Qualified Qualified

UNas of Supervisor (signed) Name of Supervisor (typed) Date

- _ _ _ _ _ _ _ _



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Personnel Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

S. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

6. Operate-a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
* security policies.

9. Inform and advise commander in matters of -concern to him/her.

10. Conduct staff conferences.

11.- Represent commander and act for him/her in his/her absence.

12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

Nwiner of Performance:'

Not Observed Not Yet Qualified Qualified

lume of Supervisor (signed) Ni of Supervisor (typed) Date

__________________________________._________________________ _______



Section III Identification No.

Job Component Certification Instrument (JCCI)

for Personnel Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other similar
. .documents for a superior..

2. Represent superior in action officer meetings.

.3. Process joint staff action directives.

I."

Not Observed Not Yet Qualified Qualified

Iame of Supervisor (signed) Name of Supervisor (typed) Sate

_K,, ,,- . .m, m m. mm mi ' m m m -m imml ml



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Personnel Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS OFFICER PERSONNEL MANAGEMENT FUNCTIONS AT DEPARTMENT
P LEVEL.

Performance Standards:

1. Brief and advise superior and others concerning management of officer personnel within
career branch or group.

2. Interpret and implement higher policy guidance pertaining to officer personnel manage-
ment, including assignments, personnel actions, professional development and speciali-
zation.

3. Recomend or concur in individual officer assignments on basis of policy and review of
officer's record and preferences in comparison to job requirements.

4. Recommend, concur in or process requests for retirement, resignation, relief from active '

duty# inter-branch or inter-service transfer, compassionate reassignment, special schoor-
ing, Regular Army status, continuation on active duty of a physically disabled officer,
continuation on flight status, reclassification of an officer who has become disqualified
for a particular 4OS or branch of service,, as well as assignment instructions, promotions,
flagging actions, involuntary aparations from active duty and casualty reporting.

S. Counsel officers and provide information concerning assignment, professional development

or personnel actions by correspondence, telephone or personal contact during visits.

6. Prepare correspondence, reports, personnel estimates and studies including policy recom-
mendations on- officer personnel management matters.

Smhner of Performance: J4
Not Oserved Not Yet Qualified Qualified

Owe of Supervisor (signed) rNw of Suevisor' (typed) Date

I. k .m .



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Personnel Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS PERSONNEL MANAGEMENT STAFF FUNCTIONS.

Performance Standards:

1. Advise supervisor and others concerning management of personnel.

2. Prepare personnel management policy directives and SOPs.

3. Establish, post and employ a system of personnel records and related files.

4. Coordinate procurement and assignment of military-personnel as individuals.

5. Coordinate personnel selection, testing, pay and career development.

6. Monitor civilian personnel management.

'7. Recommend individual assignments to key positions.

8. Control personnel management operations of subordinate personnel section or special
staff.

.9. Prepare studies, plans, reports and correspondence pertaining to personnel management.

10. Prepare and present personnel management briefings.

o Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Name of Suporvisor (typed) Date

Ia



Section III Identification No._ _ _

Job Component Certification Instrumont (JCCI)
for Finance and Accounting Staff Officer

Nae (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements t6 accomplish mission.

5. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

6. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
security policies.

9. Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

Represent commander and act for him/her in his/her absence.

-12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

Maer of Performance: Not Observed Not Yet Qualified Qualified

Urn. of Supervisor (signed) Nm of Supervisor (typed) Date

. .- .-........



J Section III Identification No.

Job Component Certification Instrument (JCCI)
for Finance and Accounting Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS FINANCE AND ACCOUNTING STAFF FUNCTIONS.

Performance Standards:

1. Advise commander and staff on finance and accounting matters.

2. Prepare command directives on finance and accounting matters.

3. Develop local organization and procedures for operation of finance and accounting office.

4. Review vouchers and authorize payments.

S. Receive, safeguard and disburse public funds, treasury checks and bonds.

6. Establish and operate system for accounts held,* including input data for centra. _ed
accounting systems.

7. Provide finance services for supported activities.

8. Prepare individual pay and withholding sta tements and reporting data.

9. Conduct internal reviews, inspections, audits and verifications of cash and checks on
hand.

10. Prepare other reports, records, statistics, studies, correspondence and memoranda per- J.
taining to finance and accounting.

Nanner of Performance:I Qalfe
Not Observed Not Yet Qualified Qualified

Na of Supervisor (signed) Name of Supervisor (typed) 'ato

i7 -- -



Section III Identification No._ _ _

Job Component Certification Instrument (JCCI)
for Professor of Military Science or Assistant at a College or University

Name (Incumbent) Grade SSN Date Joined in
Current Pesition

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

5. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

• . Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
security policies.

9. Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.

-12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

Manner off Performance:
e Not Observed Not Yet Qualified Qualified

Nam, of Supervisor (signed) Nan. of Supervisor (typed) Date

- -.....



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Professor of Military Science or Assistant at a College or University

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS GENERAL ADMINISTRATION.

Performance Standards:

1. Prepare administrative SOPs and instructions.
2. Monitor security of classified documents.

3. Prepare and review administrative correspondence, memoranda and reports.

4. Establish and monitor arrangements for collection and distribution of mail within unit.
5. Screen incoming correspondence and distribute for action or information.

-6. Establish and operate suspense system.

7. Authenticate orders and official correspondence.

8. Establish and post files of records and regulations.

'9. Review, interpret and apply directives and information.
10. Schedule appointments, conferences and other such activities.

11. Provide for reproduction and duplication services.

12. Prepare and review unit journal, historical records and morning report (or change
reports for centralized systems).,

13. Administer unit funds.
14. Establish and operate unit-message center.

15. Prepare daily.bulletin or similar publication.

kknrof Performnce: i
Not Observed Not Yet Qualified Qualified

Ns of Supervisor (signed) Name of Suporvisor (typed) Date



Section III Identification No.

Job Component .Certification Instrument (JCCI)
for Professor of Military Science or Assistant at a College or University

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: CONDUCTS ROTC ACTIVITIES AT CIVILIAN EDUCATIONAL INSTITUTION.

Performance Standards:

1. Prepare program of instruction within guidelines from higher authority.

2. Coordinate POI and ROTC activity-schedules With host institution and any other nearby
institutions served.

3. Monitor and evaluate conduct of Military Science courses and ROTC activities.

4. Grade student performance in Military Science courses and evaluate overall performance
of each ROTC cadet,.

5. Counsel ROTC cadets and other students enrolled in Military Science courses.

6. Conduct ROTC ceremonies.

7. Administer local ROTC Scholarship Program.

8. Plan and conduct ROTC recruiting activities for Army within assigned area.

9. Appoint ROTC cadet officers and non-commissioned officers.

10. Certify eligible graduating cadets for reserve commissions and nominate honor graduates
for RA commissions.

11. Administer pre-commission processing and initial assignment matters for cadets being
commissioned.

12. Plan and participate in ROTC summer camp activities.

13. Plan and participate in host institution activities.

14. Coordinate with local reserve component units.

Namer of Performance: I'" I
Not Observed Yet Qualified Qualified

Now of Supervisor (signed) Non of Supervisor (typed) Date

mm mm mmm mm w .. m m mmmm m-mmm m|-



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Operations Research/Systems Analysis Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS OPERATIONS RESEARCH/SYSTEMS ANALYSIS STAFF FUNCTIONS.

Performance Standards:

1. Advise superior and others on operations research and system analysis matters.

2. Interpret and implement policy guidance concerning use of OR/SA methodologies for
evaluation of materiel, management and weapons systems.

3. Employ OR/SA methodologies such as simulation models, statistical analyses, network
portrayals, gaming 4nd the like for solution of complex problems.

4. Identify and clarify major factors of studies and proposals for decision-maker by
using OR/SA techniques such as cost-benefit analyses of alternative choices.

5. Evaluate surface trends, budgetary constraints and matters of risk and sensitivity
for decision-maker.

6. Coordinate OR/SA activities with Army staff elements, other services and governmental
agencies, and civilian contracting firms.-

7.. Participate in OR/SA conferences and seminars, and in in-process reviews of materiel
and weapons systems developmental projects.

8. Prepare and review reports-and correspondence pertaining to OR/SA activities.

9. Prepare and present briefings concerning OR/SA matters.

Mner of Performance: I i
Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Name of Supervisor (typed) Date

-7

WWI".mmmam m mmm mmmlmmm lmmm ~ mm mm m ---



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Operations Research/Systems Analysis Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

I. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

5. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
security policies. i

9. Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

1. Represent commander and act for him/her in his/her absence.

•12. Arrange for the reception of visitors.
! 13. Notivate, evaluate and counsel subordinates.

Namer of Performance:
Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Nam of Supervisor (typed) Date



Section III Identification No.

Job Component Certification Instrument (JCCI)
for Operations Research/Systems Analysis Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other similar

documents for a superior.

2. Represent superior in action officer meetings.

3. Process joint staff action directives.

Nanner of Performance: Not Observed Not Yet Qualified Qualified

lime of Supervisor (signed) Name of Supervisor (typed) Date

- II

IS



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Research and Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for. office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

S. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
suits.

-". Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
security policies.

9. Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.

.12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

a Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Nom of Supervisor (typed) Date

-P ;A



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Research and Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other similar

documents for a superior..

2. Represent superior in action officer meetings.

3. Process Joint staff action directives.4
U

Renner of Performance: ___

Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Name of Supervisor (typed) Date

- M .0~.~.



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Research and Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: COORDINATES OR CONDUCTS RESEARCH, DEVELOPMENT AND ENGINEERING

FOR DEVELOPMENTAL MATERIEL OR SYSTEM.

Performance Standards:

1. Advise superiors and others concerning research, development and engineering for desig-
nated materiel or system.

2. Study and analyze reports, current technological material and other pertinent informa-

tion concerning assigned RD&E functions.

3. Prepare operating program and budget, or inputs, for RD&E activities within purview.

*4. Organize -and plan specific RD&E projects to achieve given objectives within assigned
responsibilities, goals, priorities, milestones, schedules and funds.

5. Arrange for RD&E contracts, through Contracting Officer, review and evaluate contractor
proposals, and provide technical guidance on contract provisions.

"6. Effect liaison, information exchange and coordination with others concerned, including
contractors and other agencies.

7. Monitor RD&E activities, including contract work.

8. Evaluate progress, test results and reports, and order or recommend appropriate actions
such as changes to pilot models.

9. Conduct or participate in formal in-progress and project completion reviews.

10. Prepare reports, records, studies, correspondence and memoranda concerning RD&E
activities.

11. Conduct briefings on RDE activities.
t

Maomer of Performance:
Not Observed Not Yet Qualified Qualified

Ne of Supervisor (signed) Name of Supervisor (typed) Date

.71



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Research and Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: COORDINATES TESTS AND EVALUATION OF NEW EQUIPMENT AND MATERIEL.

Performance Standards:

1. Advise superior and others concerning test and evaluation of developmental materiel.

2. Prepare cost estimates and analyses and budget data.

3. Attend meetings and conferences related to test and evaluation and observe demonstra-
tions and tests.

4. Prepare test directives for specific tests and evaluations.

S. Inform other elements concerned on procedvres concerning RDT&E.

6. Participate in RDT&E in-process reviews scheduled by governmental agencies or manu-
facturers.

7. Prepare studies and correspondence related to materiel development, testing and evalu-
t ion.

8. Evaluate RDT&E data collection plans to determine desirability of employing ADP tech-niques.

9. Prepare and conduct briefings on tests anil evaluations.

'Collect test data from foreign sources.

11. Analyze test data and write reports/summaries.

Manner of Performance: I j
Not Observed Not Yet Qualified Qualified

Nam of Supervisor (signed) Nam of Supervisor (typed) Date

,7-



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Research and Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: CONDUCTS SERVICE OR OPERATIONAL TEST AND EVALUATION OF NEW

EQUIPMENT AND MATERIEL.

Performance Standards:

1. kdvise superior and others concerning te. t and evaluation of development materiel.

2. Analyze objectives and parameters of test directive including time-phasing, test re-
sources and constraints..

3. Plan details of tests.

4. Coordinate testing -ith commodity commands, higher and lower echelons, interested
* services and other governmental civilian agencies.

5. Control execution of equipment and materiel tests.

6. Evaluate operational and organizational aspects of tests.

. Participate in in-process reviews scheduled by governmental agencies or manufacturer.

8. Recommend development, acquisition, rejection or revision of new equipment.

9. Research and review organizational, doctrinal and concept sources within purview.

10. Prepare and present briefings concerning materiel developments and tests.

Manner of Performance: [
Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Nme of Supervisor (typed) Date



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Research and Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS STAFF FUNCTIONS PERTAINING TO RESEARCH, DEVELOPMENT,
* TEST AND EVALUATION OF NEW EQUIPMENT AND MATERIEL.

Performance Standards:

1. Advise superior and others on RDT&E matters.

2. Prepare guidance for RDT&E activities within purview.

3. Issue policy and procedures for RDT&E activities.

4. Monitor and review RDT&E operating activities.
5. Initiate RDT&E projects, determine priorities and assign responsibility.

6. Recommend and coordinate RDT&E budget and operating program.

7. Coordinate DA RDT&E plans and projects with other governmental agencies and cooperating
foreign nations.

08. Compile information on nation's research facilities and major developments, and analyze,
military significance of scientific advances.

9. Prepare and monitor progress reports on RDT&E projects and activities.

10. Prepare and present RDT&E briefings.

11. Provide technical program information to U.S. Ambassador, political officers and senior
DOD officials during visits to foreign nation.

12. Inform superiors concerning views of foreign officers pertaining to armaments programs.

Manner of Performance:

Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Name of Supervisor (typed) Date

-.. , - . .



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Nuclear Weapons Effects Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for. office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

S. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

16. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal

4 security policies.

9. Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.

12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

Romer of Performance:] Not Observed Not Yet Qualified Qualified

Nme of Supervisor (signed) Name of Supervisor (typed) Date



Section III Identification No._ _ _

Job Component Certification Instrument (JCCI)
for a Nuclear Weapons Effects Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other similar

documents for a superior.,

2. Represent superior in action officer meetings.

3. Process Joint staff action directives.

rf

i I
Maimer of Performance: ,II Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Nam of Supervisor (typed) Date

- .m~ -'



Section III Identification No.

Job Component Certification Instrumcnt (JCCI)
for a Nuclear Weapons Effects Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS SPECIALIZED NUCLEAR WEAPONS EFFECTS ANALYSIS.

Performance Standards:

1. Interpret and apply specialized tables and instruments pertaining to delivery systems
and effects of nuclear weapons.

2. Perform enemy target analysis and assess anticipated results on ta~rget.

3. Compare effects of different attack methods and recommend delivery system(s) and
weapon(s) to be used.

4. Prepare damage or vulnerability assessments of enemy nuclear attacks, actual or

potential.

5. Prepare damage or vulnerability assessments of potential friendly nuclear attacks on
V the enemy.

Ramer of Performance:

e Not Observed Not Yet Qualified Qualified 4

Nam. of Supervisor (signed) Nam of Supervisor (typed) Date

........... ... .f



Section III Identification No.

Job Component Certification Instrumcnt (JCCI)
for an Operations and Force Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title -Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

S. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

1. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
security policies.

9. Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.

-12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

Hnner of Performance: ['

o Not Observed Not Yet Qualified Qualified

Nme of Supervisor (signed) Nam of Suporvisor (typed) Date



Section III Identification No.

Job Component Certification Instrument (JCCI)
for an Operations and Force Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other similar
documents for a superior.

2. Represent superior in action officer meetings.

3. Process joint staff action directives.

!r

Manmer of Performance: O N

Not Observed [ Not Yet Qualified Qualified

Name of Supervisor (signed) Xwe of Supervisor (typed) Dte



Section III Identification No.

Job Component Certification Instrument (JCCI)
for an Operations and Force Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERVORMS FORCE DEVELOPMENT STAFF FUNCTIONS.

Performance Standards:

1. Advise superior and others concerning force development.

2. Prepare force development policy directives and SOP.

3. Process actions concerning organization and equipment utilization.

4. Determine requirements and priorities for structur-ing, manning and equipping units.

'5. Coordinate organizational matters within staff and with higher and lower organizations.

6. Prepare organization studies, plans, reports and correspondence.

Y. Prepare and present briefings pertaining to force development.

Nm r of Performance: I

Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Nam of Suporvisor (typed) Date



Section III Identification No.

Job Component Certification Instrument (JCCI)
for an Operations and Force Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS OPERATIONS STAFF FUNCTIONS.

Performance Standards:

1. Advise superior and others concerning operations.

2. Prepare operations policy directives and SOP.

3. Prepare and publish operation estimates and orders.

4. Monitor execution of operations plans and orders and make changes as situation warrants.

5. Recommend task organization, missions and areas of operations.

6. Organize and operate tactical operations center or operations element of command post.

7. Determine operational readiness requirements and readiness status of unit.

8. Recommend allocation of and authority for use of critical command resources such as
replacements, special ammunition and aircraft.

9. Coordinate overall security of command.

10. Conduct or arrange operational readiness inspections and tests and deal with problems.

11. Prepare studies, reports, records and correspondence pertaining to operations.

12. Prepare and present operations briefings.

Manner of Performance:
Not Observed Not Yet Qualified Qualified

Name of Syeirvisor (signed) Nam of Supervisor (typed) Date

-~ ....-. !



Section III Identification No.

Job Component Certification Instrument (JCCI)
for an Operations and Force Development Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS OPERATIONS PLANNING STAFF FUNCTIONS.

1. Advise superior and others concerning operations planning.

2. Prepare operations planning policy directives and SOP.

3. Prepare and publish operations estimates and plans.

4. Integrate into plans the supporting planning instruments of other staff sections.

S. Evaluate plans of subordinate units and take action to deal with deficiencies.

6. Prepare studies, reports and correspondence pertaining to operations planning.

7. Coordinate operations planning within staff and higher, lower and supporting organiza-
tions.

8. Prepare and present operations plans briefings.

Ner of Performance:
Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) NMm of Supervisor (typed) Date

- .. *--



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Logistics Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

S. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

%. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
security policies. j

9. Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.

"12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

Ranner of Performance:
N Not Observed Not Yet Qualified Qualified

Now of Supervisor (signed) Nam of Supervisor (typed) Date



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Logistics Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS GENERAL LOGISTICS STAFF FUNCTIONS.

1. Advise superior and others concerning logistics.

2. Prepare, coordinate and publish logistics policy directives and SOPs, and monitor
execution.

3. Obtain and analyze information concerning logistics.

4. Prepare plans for logistics support units and activities.

. Evaluate logistics activities and security of government property.

6. Prepare studies, reports, records and correspondence pertaining to logistics.

7. Analyze requirements for and availability of future logistics resources.

8. Coordinate activities of staff agencies having logistics support responsibilities.

9. Conduct or arrange inspections and tests .f logistics activities, and initiate correc-
tive action.

10. Prepare and present logistics briefings.

Manner of Performance:
Not Observed N Yet Qualified Qualified

Name of Supervisor (signed) Nmv, of Supervisor (typed) Date

-P



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Logistics Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

2ob Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other similar

documents for a superior,

2. Represent superior in action officer meetings.

3. Process joint staff action directives.

j V

Maner of Performance: II
Not Observed Not Yet Qualified Qualified

*me of Supervisor (signed) Nam of Supervisor (typed) Date

• ,-



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Munitions Materiel Management Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for. office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

5. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

-6. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
, security policies.

9. Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.

•12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

I
Renner of Performance:

Not Observed Not Yet Qualified Qualified

Nme of Supervisor (signed) ns of Supervisor (typed) Date

-MP



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Munitions Materiel Management Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other similar
documents for a superior.

2. Represent superior in action officer meetings.

3. Process joint staff" action directives.

Vf

Nmer of Performance: ii.

e Not Observed Not Yet Qualified Qualified

Nme of Supervisor (signed) Ham of Supervisor (typed) Date

t



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Munitions Materiel Management Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: DIRECTS AND CONTROLS CONVENTIONAL AMMUNITION SUPPLY AND STORAGE

OPERATIONS.

Performance Standirds:

1. Advise on conventional ammunition supply and storage matters..

2. Receive and store conventional ammunition according to types, lot numbers and antici-
pated issue.

3. Plan and arrange for transportation and movement of conventional ammunition.

4. Issue conventional ammunition to supportedunits to fill valid ammunition orders and
requisitions.

5. Maintain, modify and renovate conventional ammunition.

6. Conduct inventories and technical inspection of conventional ammunition both in
storage/supply facilities and supported units.

k 7. Make provisions for emergency evacuation or destruction of conventional ammunition.

8. Prepare and review records, reports, correspondence and memoranda concerning storege
and supply of conventional ammunition.

Hamer of Performance:

Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Naw of Supcrvisor (typed) Oate



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Munitions Materiel Management Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES STORAGE AND WAREHOUSE OPERATIONS.

Performance Standards:

1. Receive and process materiel and place in open or covered storage.

2. Ship and issue materiel.

3. Inspect and examine materiel when received, while in storage, and in shipment.

4. Perform in-storage maintenance of materiel.

5. Modify equipment in accordance with modification work orders.

6. Prepare materiel for preservation in storage and shipment.

7. Mark packages for identification in storage and delivery.

8. Coordinate transportation requirements for receipt and shipment of materiel.

9. Operate and service materiel handling equipment and associated items.

10. Organize warehouse layout and prepare locator charts.

* 11. Conduct locator surveys and inventories.

12. Arrange for security of materiel against pilferage and other hazards.

13. Dispose of excess or unserviceable materiel.

14. Plan and submit requirements for resources for future operations.

15. Prepare contingency plans for accelerated operations.

i 16. Assign personnel to duty, inspect work, train in proper procedures and provide leader-
ship.

Manner of Performance:
Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Nam of Supervisor (typed) kte



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Munitions Materiel Management Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: DIRECTS AND CONTROLS REPAIR OF NON-MISSILE EQUIPMENT.

Performance Standards:

1. Inspect unserviceable equipment.

2. Classify equipment and designate repair.

3. Inspect items received to verify using units have performed their maintenance function.

4. Make repairs designated.

5. Store equipment temporarily.

6. Issue serviceable equipment to user or to storage facility.

*7. Dispose of non-repairable equipment.

8. Prepare records of equipment processed.

9. Post records of equipment repaired and supplies used.

10. Requisition, receive and store supplies used to repair equipment.

11. Perform in-storage-maintenance of items stored.

12. Assign personnel to duty, inspect work, train in proper procedures and provide leader-
ship.

Maner of Performance: I
Not Observed Not Yet Qualified Qualified

UNme of Supervisor (signed) Nam of Supervisor (typed) Date

. . ... : . . ... ____.... . _____, .,___ ...._,____ .________.... . ...___



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Munitions Materiel Management Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: OVERSEES GOVERNMENT-OPERATED MUNITIONS PLANT.

Performance Standards:

1. Control, coordinate and inspect the establishment, layout and maintenance of plant
facilities.

2. Review and approve procedures for recruiting, testing, clearing, hiring and training
civilian personnel.

3. Review and monitor security and physical protection.

4. Review and monitor compliance with safety requirements.

A ~ " 5. Review and monitor provisions for pollution control.

6. Announce production quotas.

7. Monitor and inspect plant operations.

08. Apply quality assurance procedures to both incoming materials and plant production. '

9. Monitor out-shipments and take trouble-shooting action to resolve problems such as,
arranging military transportation.

10. Establish requirements for, and implement controls, records and reports needed for
efficient management and monitoring.

11. Criduct public information and community relations activities.

12. Prepare records, reports, correspondence and memoranda concerning plant operation
and related matters.

Manner of Performance: ]

Not Observed Not Yet Qualified Qalified

Name of Supervisor (signed) Nam of Suporvisor (typed) Date

..........



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Maintenance Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

5. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
security policies. I

9. Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.

12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

ii

Not Observed INot Yet Qualified Qualified

Ime of Supervisor (signed) Nin of Suporvisor (typed) Date

t '"-



Section III Identification No._ _ _

Job Component Certification Instruucnt (JCCI)
for a Maintenance Management Staff Officer

Name (Incumbent) Grade SSN Date Joincd in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other similar
documents for a superior.

2. Represent superior in action officer meetings.

3. Process joint staff action directives.

U

aeNot Observed Not Yet Qualified Qualified

No of Supervisor (signed) Nowe of Supervisor (typed) Date

f __________________...._ ___________________



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Maintenance Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS EQUIPMENT MAINTENANCE AND READINESS STAFF FUNCTIONS.

Performance Standards:

1. Advise commander and others concerning equipment readiness and maintenance matters.

2. Prepare policy directives and SOPs on equipment maintenance and readiness.

3. Determine maintenance requirements, capabilities and authorizations.

4. Issue guidance for establishment and operation of maintenance facilities.

5. Issue guidance for acquisition, control, security, storage and issue of direct ex-K change items,*float items and repair parts.

6. Assign priorities for maintenance inspections.

7. Conduct or arrange maintenance inspections.

8. Operate a management information system pertaining to equipment maintenance and
I readiness.

9. Coordinate maintenance operations within staff and with higher, lower and supporting
organizations..

10. Prepare maintenance portions of logistics annexes to operations orders and plans.

11. Prepare studies, reports and correspondence pertaining to maintenance and readiness
of unit equipment.

12. Evaluate maintenance performance and take action on problems.

13. Prepare budgetary and cost data concerning equipment maintenance.

14. Prepare and present briefings on maintenance and equipment readiness.

Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Nam of Suporvisor (typed) Date



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Supply Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for. office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

S. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

IS. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
* security policies. f

9. inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.

t 12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

e e Not Observed Not Yet Qualified Qualified

UNse of Supervisor (signed) Nam of Sporvisur (typed) Date

1. ______--________._.________r___,___________m__mmmmmmmm m _" m mmm



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Supply Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

lob Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other similar

documents for a superior.

2. Represent superior in action officer meetings.

if 3. Process Joint staff' action directives.

I.

Rmer of Performance: I I
Not Observed Not Yet Qualified Qualified

Is of Supervisor (signed) Name, of Supervisor (typed) te

• .

F - -, m im •i mmm ,,,m-mmmmmimi mm ai



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Supply Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

'Job Component: PERFORMS SUPPLY STAFF FUNCTIONS.

Performance Standards:

1. Advise commander and others concerning supply matters.

2. Prepare supply policy directives and SOP.

3. Determine supply authorizations, availabilities and requirements.

4. Plan and. coordinate establishment and operation of supply, storage and distribution
4 facilities.

5. Issue guidance for and monitor requisition', movement, security, storage and issue ofsupplies. ,

6. Allocate controlled supplies.-I 7. Coordinate supply matters within staff and with higher, lower and supporting organiza-
tions.

8. Prepare supply portions of logistics annexes to operations plans and orders.

9. Prepare studies, reports and correspondence pertaining to supply.

10. Evaluate supply performance and take action to deal with problems.

11. Conduct or arrange supply inspections.

12. Prepare supply budgetary and cost data.

13. Prepare and present supply briefings.

110max of Performance:

N oot Observed Not Yet Qualified Qualified

Vie of Supevisor (signed) Nin of Supeisor (typed) Date

7.. . . . . . .. . . . . . . .



Section III Identification No._

Job Component Certification Instrument (JCCI)
for a Logistics Services Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for. office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

S. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

S. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
security policies.

9. Inform and advise commander on matters of concern to him/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.
* 12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

Humer of Performance:
Not Observed Not Yet Qualified Quali

Name of Supervisor (signed) MUm of Supervisor (typed) Date

e.I



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Logistics Services Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS LOGISTICS SERVICES STAFF FUNCTIONS.U

Performance Standards:

1. Advise superior and others concerning logistics services.

2. Prepare logistics services policy directives and SOP.

3. Plan acquisition, construction and assignment of real estate and base facilities.

4. Arrange for civilian and contractual labor for logistics services.

5. Coordinate logistics support with civil authorities.

6. Prepare plans, studies, correspondence and reports concerning logistics services.j 7. Prepare budgetary and cost data pertaining to logistics services.

8. Prepare and present briefings on logistics services.

Manner of Performance: i '
Not Observed Not Yet Qualified Qualified

Nam of Supervisor (signed) Now of Supervisor (typed) Date

-• - - -__________________ -



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Logistics Services Management Staff Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

£Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other similar
documents for a superior.

2. Represent superior in action officer meetings.

,3. Process joint staff action directives.

umer of Performance: I
Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Nam of Sup, rvisor (typed) Date

. .. .. ... "m- - --- a m o m m lm a m nH ildl dII BI



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Procurement Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: SUPERVISES A STAFF SECTION, DETACHMENT OR OFFICE.

Performance Standards:

1. Gather, interpret and apply pertinent directives and information.

2. Transmit and interpret command guidance to subordinates.

3. Formulate policies and SOP for office/staff operation.

4. Organize personnel and other resources into functional elements to accomplish mission.

5. Assign and coordinate work by issuing instructions to subordinates and monitoring re-
sults.

6. Operate a system for filing, retrieval, display and reporting of information.

7. Provide for office services and clerical support.

8. Ensure the safeguarding of classified information and the adherence to internal
security policies.

9. Inform and advise commander in matters of concern to him/her.

10. Conduct staff conferences.

11. Represent commander and act for him/her in his/her absence.

12. Arrange for the reception of visitors.

13. Motivate, evaluate and counsel subordinates.

Hmonnr of Performance: ... [
o e Not Observed Not Yet Qualified Qualified

Nme of Supervisor (signed) Nam of Supervisor (typed) Date



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Procurement Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization
Job Component: PERFORMS STAFF FUNCTIONS CONCERNING PROCUREMENT OF MATERIEL.

a

Performance Standards:

1. Obtain and analyze information concerning procurement.

2. Prepare contingency plans for accelerated procurement activities.

3. Prepare studies, reports and correspondence pertaining to procurement.

4. Determine effectiveness of procurement activities, and compliance with pertinent laws
and regulations.

5. Analyze requirements for and availability of resources for procurement activities.

6. Conduct or arrange inspections of procurement activities, and take action to deal with
6 problems.

7. Prepare and present briefings concerning procurement matters.
".-

8. Advise superior and others concerning procurement matters.I

M Not Observed Not Yet Qualified Qualified

of Supervisor (signed) Non of Supervisor (typed) Date

7,-- - -----



Section III Identification No.

Job Component Certification Instrumcnt (JCCI)
for a Procurement Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS PURCHASING AND CONTRACTING FUNCTIONS UNDER THE ARMED

SERVICES PROCUREMENT REGULATIONS.

Performance Standards:

1. Process requests for procurement from supported activities.

2. Evaluate bids and proposals.

3. Conduct, or arrange for, pre-award surveys of prospective contractors.
4. Enter into contracts for supplies or services on behalf of the Government, by adver-

tising and bidding or by negotiation.

5. Negotiate and approve contract changes and supplemental agreements.

6. Make other authorized procurement arrangements such as by reimbursement with other
government agencies.

,7. Assign contract administration functions required by ASPR and provide any special~instruct ions.

8. Review reports from officers doing contract administration.

9. Coordinate with vendors, supported elemenfs and others.

10. Prepare studies, reports and correspondence pertaining to procurement,,purchasing and
contracting.

11. Establish pertinent records and files.

e Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Name of Supervisor (typed) Date

.~~~~~~.. ._ . . :



Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Procurement Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS CONTRACT ADMINISTRATION FUNCTIONS UNDER THE ARMED
SERVICES PROCUREMENT REGULATIONS.

S Performance Standards :
1. Coordinate with contractor and supported "customer" elements to exchange information,

promote understanding and facilitate identification and resolution of problems.

2. Review contractor's employment practices and pay structure for compliance with law.

3. Monitor industrial relations and take action to resolve, or advise appropriate author-
ities of, any significant problems.

4. Review contractor's plans, directives, schedules, etc., in comparison with contract re-
quirements (including architectural and engineering studies and designs in construction
contracts).

S. Approve placement of subcontracts.

6. Make or review proposals for contract changes or supplemental agreements, negotiate
those within authority and recommend action on those requiring higher contracting of-
ficer approval.

7. Monitor contractor's compliance with security, safety, protection requirements and
other applicable laws and regulations.

8. Monitor contractor operations and progress, by observation, inspection, conferences,
records and reports.

9. Establish and carry out quality assurance procedures.

10. Verify completion of contracts, and parts or phases thereof, in compliance with contract
specifications.

11. Review contractor's claims and request for payments and approve or disapprove for pay-
ment.

12. Prepare reports, records, correspondence and memoranda concerning contract performance
and administration.

Not Observed Not Yet Qualified Qualified

Mame of Supervisor (signed) Name of Suporvisor (typed) Date

_ __ _



Section III Identification No.

Job Component Certification Instrumnt (JCCI)
for a Procurement Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: COORDINATES MATERIEL PRODUCTION AND PROCUREMENT ACTIVITIES FOR
A MAJOR PROJECT OR PROGRAM.

Performance Standards:

1. Compile and evaluate data on manufacturers' production capability and performance.

2. Monitor production and related procurement activities.

3. Conduct liaison with manufacturers, contractors and other governmental agencies
concerned.

4. Provide guidance to contractors and contracting officers on methods for production
controls and progress reports.

0

e Not Observed Not Yet Qualified Qualified

Name of Supervisor (signed) Nane of Supervisor (typed) Date
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Section III Identification No.

Job Component Certification Instrument (JCCI)
for a Procurement Officer

Name (Incumbent) Grade SSN Date Joined in
Current Position

Job Title Organization

Job Component: PERFORMS ACTION OFFICER FUNCTIONS ON A HIGH LEVEL STAFF.

Performance Standards:

1. Prepare decision memoranda, information memoranda, information papers and other
similar documents for a superior.

2. Represent superior in action officer meetings.

3. Process joint staff action directives.

M'anner of Performance:.I INot Observed INot Yet Qualified Qualified

}I

Name of Supervisor (signed) Now of Supervisor (typed) Data
' NotObseved ot Yt Quaifie QuaiIie



APPENDIX E

Sample Survey Instrument (P01-type)



EVALUATION OF DATA ELEMENTS FOR A TRAINING
INFORMATION FEEDBACK SYSTEM

Instructions.

General

Richard A. Gibboney Associates is conducting research for the US
Amy Research Institute. The purpose of this research is to identify
training needs for the US Amy Command and General Staff College (CGSC)
by developing a methodology for representing "soft skills." For the
purposes of this research, soft skills are defined as integrating
characteristics beyond hard knowledge. They are.indirectly recognizable
tfirough quality of task or duty accomplishment. While soft skills are
not quantitatively measurable, they can be reflected back to identified
training needs.

Several different methods for job data collection are being examined
for their relative utility to CGSC subject matter experts in developing
programs of instruction (POI); You are aked to complete the attached
questionnaire which employs one of the methods being considered.

Materials

Form A. Privacy Act Information: DA Form 4368-R dated 1 May 1975
contaTinsinformation required by the Privacy Act of 1974.

Form B. Questionnaire: You have received a Program of Instruction
(POI) Content Questionnaire. The questionnaire lists some of the learning

objectives of the "Low Intensity Conflict" subcourse recently taught at
the US Amy Connand and General Staff College.

(1) Please compare the requirements of the duty position you held
in Mar), 1978 with the list of learning objectives extracted from the POI.

(2) For each objective, indicate the level of knowledge or competence
your job required for capable performance by marking an "x" in the appro-
priate box.

(3) Please be candid. If your job did not require one of the listed"soft skills," don't indicate that it did because you think it should have.
Ndi:ther your name nor your individual response will be made available to
the Army. Only statistical data will appear in the report.

Form C. Individual Data Sheet: This sheet contains spaces for per-
sonal and job related raw statistical data. Since legible entries are
essential, please print or type your responses.

Your cooperation in this research for the Army is appreciated.

An envelope for "eturning aompleted fog ig encloged.

- - -*J
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DATA REQUIRED BY THE PRIVACY ACT OF 1974
V(5 SC S32*j

'-TI F OP Evaluation of Data Eement t or a Trainng PiSCAIGINC. OIRECTIVE

Information Feedback System AR70-1
IASjT"OftITY

10 usc Sec 4503
2 PRINCIPAL PURPOSE III

The data collected with the attached forms are to be used for research
puroses only.

3 ROUTINE USES

iA This is an experimental personnel data collection form developed for
the U.S. Army Research Institute for the Behavioral and Social Sciences
pursuant to its research mission as prescribed in AR 70-1. When identifiersV (name or Social Security Number) are requested they are to be used for
administrative and statistical control purposes only. Full confidentiality

Aof the responses will be maintained in the processing of these data.

4 AIEOATOPEY On VOLUNTARY OISCLODURS AND IPFPONTC 0 S FIFUVUAL NOT PROVIFING INPORMAYSON4

Your participation in this research is strictly voluntary. Individuals are
encouraged to provide complete and accurate information in the interests Of
the research, but there will be no effect on individuals for not providing

i~tcllFOM A



Identification No. ft S"

POI CONTENT QUESTIONNAIRE

OPMS Specialty: Foreign Area Officer
Level required
for capable
performance

Learning Objectives ("Soft Skills"),
Low Intensity Conflict Subcourse

1 Know the various forms that a low intensity conflict can
assume.

2 Know the reasons why low intensity conflict will continue
to be widely practiced as a form of international inter-
action in the last quarter of the 20th century.

3 Identify the generalized "descriptors" of extant economic,
political, and cultural conditions that currently are
inhibiting modernization' in the less-developed countries. /

4 Know the reasons why the less-developed countries are
the most probably locales for insurgency, both now and
for the next decade.

5 Know the three myths surrounding the causes of revolution:
material deprivation, frustration, and inequality under
the law.

6 Know the issues and magnitude of the Arms Transfer
Process and the major Executive Branch actors in this
process. /

7 Know the roles played by ideology, violence and leader-
ship in insurgent strategy.

8 Identify or "fingerprint" the typical insurgent regarding
timing, mass support, degree of violence, and the actions /
of the leadership element.

9 Define and relate terms to examples of insurgency, coup
d'etat, unconventional warfare, rebellion, guerrilla/
warfare, et al.

10 Analyze an insurgency using a linear model. /
11 Know the role one's own culture plays in limiting the

analytical objectivity needed in order to understand
the problems and recommend solutions to governments
faced with insurrections.

Incl 2 FORM B



Level required
for capable
-rformance

Learning Objectives ("Soft Skills"),
Low Intensity Conflict Subcourse

12 Know three standards designed to promote objectivity
in the analysis of the situation in any troubled country:
the na-ture of the society, the nature of the insurgency, J
and the nature of the government.

13 Identify constraints or trade-offs to government actions
in countering insurgency.

14 Know US operational guidelines for government actions
k for the internal defense and development of less-

developed countries. /
15 Know the mechanics or sequence of steps to be followed

in preparing an internal security and development
Estimate of the Situation for a less-developed country.

16 Identify and define how a government can 4ncrease its
"sentimental" and "instrumental" legitimacy and elicit
higher levels of voluntary comliance and support from
its citizens. V

17 Understand the political as opposed to the purely mili-
tary parameters and dimensions of insurgency. ' 4

18 Know the most common and significant cateqories of
problems confronted b.y all political systems and of
possible remedial courses of action that might be
appropriate for a less-developed country in order to
solve the oroblems.

19 Know the various means of employing a less-developed
country's security forces in the three major categories
of political development: state building, nation
building, and participation.

20 Know the means by which a less-developed country's
governmnt might mobilize popular support for its
internal security and development program.

21 Know the more significant ways or courses of action
which a less-developed country might employ to stimulate
economic development at village level to include some in
which its armed forces might be utilized. (Eamples are
rate of population growth, generation of savings and/
investment capital, agricultural development, etc.)

nci 2 l I I I



Level required
for capable
performance

Learning Objectives ("Soft Skills"),Low Intensity Conflict Subcourse

22 Understand how socio-cultural change relates to politi-
cal reform and economic development and the means of in-
ducing socio-cultural change to include how the military
might be employed to assist.

23 Know the operational roles and objectives of security
forces in an internal security and development situation
in a less-developed country. /

24 Know which functional offices would normally be included
within an internal security and development planning and
coordination organization found at the national level in
a less-developed country and the role of each office.

25 Understand the role of the consolidation campaign in the
defeat of an insurgency and the actions which take place
during each of the four stages of the consolidation
campaign.

26 Identify foreign policy objectives of security assistance
programs. 1/

27 Know the issues related to the arms transfer process. /
28 Know the constraints imposed by law and by policy to /

increase control of the arms transfer process. /
29 Interpret security assistance documents.

30 Analyze a mass based insurgency environment in a less-
developed country and identify the most significant
societal issues in the political, economic, social and
security functional areas which contribute to the in-
surgency.

31 Develop program proposals to deal with the societal
issues identified as contributing to insurgency. /

32 Evaluate the effectiveness of a Government to deal with
the societal Issue$ contributing to insurgency within
its borders.

Inl 2 FOI B



Identification No. /if

INDIVIDUAL DATA SHEET

PART I -- Personal Data

Position Title: (Last OPMS DUTY CODE:

Organization/Unit: (March 1978)

Station/Country: Zip Code:

Grade/Rank: Z r . Branch:

Graduate CGSC: / Yes; No; Year (if applicable): Ifl

Inclusive dates assigned in last FAO position: From: Q %k To: YeaAr(Vlbnth) (Year) lnhth) (Year)

Date: t1171 Basic Year Group: /460
(TodoY)

PART II -- Job Data

1. Does the attached list of soft skills adequately describe the essential
requirements of your 1978 assignment?

a. Yes

b. No . (If "No," briefly explain on back of this sheet.)

2. What estimated percentage of your total working time was accounted for
by the attached soft skills?

3. Besides the attached soft skills, do you still need others to cover the

significant duties of your 1978 position (primary assignment)?

a. No g , the attached list suffices.

b. Yes , I need additional soft skills which I have indicated
on the back of this sheet.

4. Where should you have acquired the additional soft skills?

. CGSC

b. On-the-job training

Incl 3 FORM C
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Extracts from "Low-Intensity Conflict" Advance Sheets
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U.S. ARMY COMMAND AND GENERAL STAFF COLLEGE / M771-1

LOW-INTENSITY CONFLICT P771-1

Lesson I. Introduction to Low-Intensity Conflict

Advance Sheet

SCOPE

This period of instruction explores the range of forms of subconventional or low-intensity
conflict (LIC) between and within nations. Discussion initially focuses on those indirect forms
of violence or threats of violence routinely employed in the pursuit of their interests by the
nations of the world. Thereafter, conditions in the Third World nations and the potential for
internal warfare that these conditions provide are addressed.

INSTRUCTIONAL OBJECTIVES

The student will be able to-

1. List and explain, through the use of examples, three of the forms that LIC can assume.

2. Write, in his/her own words, two reasons why LIC will continue to be widely practiced as
a form of international interaction in the last quarter of the 20th century.

3. Identify, from a list of terms, the generalized "descriptors" of extant economic, political,
and cultural conditions that currently are inhibiting modernization in the less-developed
countries (LDC).

4. List and explain three reasons why the LDC's are the most probable locales for
insurgency, both now and for the next decade.

5. State the three myths surrounding the causes -of revolution.

6. State the issues and magnitude of the Arms Transfer Process.

7. Recognize and describe the major Executive Branch actors in the Arms Transfer Process.

Lesson 2. The Insurgent View

Advance Sheet

SCOPE

This lesson analyzes insurgency and its causes. The development of vulnerabilities in society
and the actions a dissident element must accomplish to turn these vulnerabilities into support
for the insurgency are examined. Organizational principles are drawn from insurgent experi-
ences in both urban and rural environments. The student is introduced to various types of
insurgent strategies and techniques.

LEARNING OBJECTIVES

The student will be able to-

1. Describe the roles played by Ideology, violence and leadership in the insurgent's, ,strategy,.

2. Identify or "fingerprint" the insurgent regarding timing, mass support, degree of
violence, and the actions of the leadership element.

& Defte and relate terms to examples of insurgency, coup d'etat, unconventional
wrwfae rbslllu, garwilla warem st aL

4. Analyze an Inugnyusing a linear model._



Lesson 3. The Government View

Advance Sheet
SCOPE

This lesson introduces the US Army doctrine for internal defense and development (IDAD).
The conceptual basis and underlying philosophy of the IDAD strategy are examined. Societal
conditions affecting the magnitude of violence are discussed and various options for prevention
or defeat of an insurgency are considered.

INSTRUCTIONAL OBJECTIVES

The student will be able to-

1. Explain role of culture in limiting analytical objectivity.

2. State three standards designed to promote objectivity.

3. Identify constraints or trade-offs to government action.

4. Explain the components of the US IDAD strategy.

Lesson 4. Long An, a case study

lI
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Lesson 5. Political Development and Mobilization

Advance Sheet

SCOPE

Internal defense and development (IDAD) is a comprehensive strategy for the prevention or
defeat of insurgencies. In lessons 5, 6, and 7, we explore the range of actions that a government
may undertake to meet the challenge of civil-political violence resulting from popular dis-
content. Elements of the threefold strategy are analyzed, and operational tasks are prescribed.

In lesson 5, the "IDAD Estimate of the Situation" is introduced as a tool for assessing the
security implications of political, economic, and social conditions within a country and of
systematically developing appropriate courses of action.

A government's ability to meet the needs and aspirations of its people is linked to its
perceived legitimacy and hence to its potential for the exercise of political power. Insurgency
being primarily a political challenge, initial attention is devoted to the meaning of and need for
political development. Addressed are considerations of how to:

(a) Improve the administrative and operational capabilities of government, (b) make the
system more responsive to popular demands, (c) achieve national integration, and (d) increase
popular participation in the political process.

GOAL

Placed in the role of an action or plans officer on a high level staff in a capacity associated
with the provision of assistance to allied or friendly nations wherein the United States has
substantial security interests-given background information about a country, the student will
be able to:

a. Identify the internal contradictions and key issues that may give rise to and be exploited
by insurgent movements.

b. Prepare an abbreviated IDAD estimate containing an analysis of the rmost significant
issues, groups, and forces that influence the security situation in that country.

c. Develop courses of action the government can take to accelerate the pace of development
and mobilize popular support.

4 Determine appropriate roles and missions for indigenous military forces in balanced

development and mobilization of the country's resources.

INSTRUCTIONAL OBJECTIVES

The student will be able to:

1. TASK: Demonstrate familiarity with the mechanics, the sequence of steps in the "IDAD
diimate of the Situation."

CONDITION: Given 25 minutes of lecture/conference on the IDAD estimate process, a
simliuied situational setting, a list of questions, and objective set of responses.

0___
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M771-5
P771-5

STANDARDS: Identify issues, affected segments of the population, and forces. Estimate
the balance of forces, analyze, and evaluate alternative courses of action.

REFERENCE: Lecture/conference, student issue "IDAD Estimate of the Situation." mo
cla"

2. TASK: Identify and give examples of two primary means whereby a government can
increase its legitimacy and elicit higher levels of voluntary compliance and support from its
citizens.

CONDITIONS: Without notes and from memory, write a short paragraph. AD

STANDARDS- Identify and briefly explain through use of examples "sentimental" and
"instrumental" legitiuacy.

REFERENCE: Lecture/conference.

3. TASK: Explain the statement, "Insurgency is primarily a political contest."

CONDITIONS: Without notes and from memory write a paragraph. iml

STANDARDS: Explain the political (as opposed to purely military) parameters and 2.dimensions of insurgency, to t

REFERENCE: Lecture/conference; Jeffrey Race, War Comes to Long An. 3.

4. TASK: Identify and explain three of the most common and significant categories of
problems confronted by all political systems; for each of the above list and explain three dev
remedial courses of action that might be appropriate for an LDC.

CONDITIONS: Without notes and from memory.

STANDARDS: Write short paragraphs explaining problems of state building, nation
building, and participation. Proposed remedial courses of action should be keyed to clam
discussion, however, original ideas, if appropriate, will receive full credit.

REFERENCE: Lecture/conference.

5. TASK: For each of the three categories of political development problems (state building,
nation building, and participation) list and explain 2 ways in which a nation's armed forces
might be utilized to assist in their resolution.

CONDITIONS: Without notes and from memory.

STANDARDS: Explain in six short paragraphs means of employing a country's security
forces in political development. Examples may correspond to illustrations discussed in class, or
there are a number of alternatives for which full credit will be given.

REFERENCE: Lecture/conference.

6. TASK: Define the term mobilization. List ani explain three means by which a goverument
might mobilize popular support for an IDAD program. e715

CONDITION: Without notes and from memory.

STANDARDS: Definitions must relate mobilization to organization. Suggested
mobilization techniqua may be drawn from but are not limited to illustrations presented in
dom discussion.

- -/



U.S. ARMY COMMAND AND GENERAL STAFF COLLEGE M7714
f 

P7714
.... LO W -IN TE N SITY CO N FLICT

INTERNAL DEFENSE AND DEVELOPMENT

Lesson 6. Economic Development and Social Change

Advance Sheet

SCOPE
Discussion of the balanced development and neutralization components of the IDAD

strategy began in lesson 5 and is continued in lesson 6. Economic growth and social change an
analyzed in terms of the measures that government can take to reduce the motivation for
political violence within a society. The constructive role of the military in balanced developmen

•1 ,and mobilization is emphasized throughout.

i iINSTRUCTIONAL OBJECTIVESIThe student will be able to:

1. TASK: List and explain five appropriate courses of action which a government migt
employ to stimulate economic development at village level (include two appropriate modes u
which the armed forces might be employed to promote economic development).

CONDITION: Following one hour of lecture/conference, given a brief situatioa
description, without notes and from memory.

STANDARD: The list of actions and supportive discussion may include, but is not limif1to the following categories: measures to control the rate of population growth, generation
savings and investment capital, promotion of foreign trade and investment, industrializati
and agricultural development.

REFERENCES: Lecture/conference.

2. TASK: Explain how socio-cultural change relates to other facets of development
political reform and economic development); list and explain three means of inducing

f ,cultural change and for each include an example of how the military might be employed in
process.

CONDITION: Following one hour of lecture/conference, without notes and from

STANDARD: Explanation should not extend more than two pages. Means of ind
change include, but are not, limited to, institution building, role playing, education buildig

.~traditioned values and customs.

.... ..
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US. ARMY COMMAND AND GENERAL STAFF COLLEGE M771-7

LOW-INTENSITY CONFLICT P7717

INTERNAL DEFENSE AND DEVELOPMENT
Lesson 7. Employment of Security Forces

Advance Sheet
SCOPE

During this lesson, instruction is focused primarily on the neutralization aspects of the
Internal Defense and Development (IDAD) strategy. The intimate relationship between defense
and development is highlighted in discussion of the roles in which government security forces
may be employed in a nation threatened by internal conflict, and a type organization is
suggested to provide command and control of IDAD operations. The lesson explores those
planning considerations that must be addressed preliminary to mounting a consolidation
campaign. The lesson concludes with a discussion on the relevance of the principles stressed in
the period to US Forces employed in an IDAD role, followed by a short introduction into the
Venezuela Case Study.

INSTRUCTIONAL OBJECTIVES
Without reference and from memory, the student will be able to-

1 Identify the five operational roles of Security Forces employed in an IDA) situation,
and explain the objectives of each role.

2. List at least six functional offices which would normally be included within an IDAD
planning and coordination organization found at national level and describe the role of each

.A

3. Explain the role of the consolidation campaign in the defeat of an insurgency and
describe those actions which take place in each of the four stages of the consolidation
campaign.

Lesson 8. Venezuela Case Study p1
Advance Sheet

SCOPE R,
Based on homework reading of the situation in Venezuela (1960-63), students will be i

a written practical exercise that tests their understanding of material presented in the sev
preceding lessons. A lecture, outlining President Betancourt's responses to the iarncy be
Venezusla, will serve as a critique for the previous hour's examination.

This lesson is a historical case study which outlines problems encountered by Pt
government of Venezuela during that country's attempt to simultaneously modernize i Th.
political, economic, and social systems while at the same time establishing viability as ani
country's legitimate governing body. This study highlights the period 1959 through 1963, for ant
was within this time frame that the US was most concerned with the export of insurgency on,
the Southern hemisphere and the fledgling democratic administration of the governent
Venezuela was under attack.

'OR
LEARNING OBJECTIVES Go-

1. Analyze the Venezuela Case Study.

2. Explain thre U.S. interests in Venemuela circa 1960. of
I 

°  
I

. Summarize the principal elements of Pesident Betancourt's program and comparet
with US. Army Doctrin for Internal Dense andl Development (IDAD)

i . . ..
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Lesson 9. Seminar

Lesson 10. Contribution to US-National Security
Lesson 11. Security Assistance Operations

Advance Sheet

SCOPE

These two lessons are directed toward an understanding of response options available to tih
United States to assist our friends and allies. Both economic and military assistance progr m
are examined with a primary focus on military options.

GOAL t

The goal of this course is for the student to become conversant with the issues, process, and
organization for security assistance. ,.

Tete Ie e INSTRUCTIONAL OBJECTIVES.

The student will be able to-

1. Identify foreign policy objectives of assistance programs.

2. State issues related to the arms transfer process.

3. Recognize constraints imposed by law and by policy to increase control of the proa

4. Read and interpret assistance documents.

5 6. Relate program proposals to a low-intensity conflict case study.
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Lesson 12. Contribution to Internal Security of Friendly Nations.

Advance Sheet

SCOPE P771
(Resident Course Only)

This is a 6-hour application of the Internal Defense and Development strategy as it applies
to the consolidation campaign in a developing country confronted with a mass based
insurgency. Students, acting as members of an ad hoc committee formed from the "country
team," will analyze the insurgency environment, evaluate a government plan to defeat the
insurgency, and recommend changes that will enhance the chances for its success if imple-
mented. Emphasis is on the methods in which the United States can assist a nation faced with
internal disorder through the use of advisory, developmental, and security assistance.

SCOPE M771
(USAR School Course Only)

This is a 2-hour application of the Internal Defense and Development stegy as it applies
to the consolidation campaign in a developing country confronted with a mass based
insurgency. Students, acting as members of an ad hoc committee formed from the "country
team," will analyze the insurgency environment, evaluate a government plan to defeat the
insurgency and recommend changes that will enhance the chances for its success if imple-
mented. Emphasis is on the methods in which the United States can assist a nation faced with
internal disorder through the use of advisory, developmental, and security assistance.

INSTRUCTIONAL OBJECTIVES
(P771, REIDENT COURSE ONLY)

Given background readings, a general and special situation, instructional aids, 6 hours of
class participation, and cast in the role of a member of the country team, each student will:

1. Individually, using paragraphs I and 2 of the IDAD (staff estimate, analyze a mass
based insurgency environment in Northeast Thailand and identify at least three key societal
issues in each of four functional areas.

2. As a member of a sub-element of the ad hoc committee, each student will use the staff
estimate to:

a. Perform a detailed analysis of the insurgency environment in one of the following
functional arms: political, economic, social, or security.

b. Develop program proposals to deal with issues within their area of analysis.

c. Evaluate the effectiveniess of a Royal Thai Government plan to deal with the issues
within its area of analysis.

d. Brief wcommnded changes to improve the Thai plan to the Bluegoose leader whoa as the Dety Chief of Missi
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APPENDIX G

Sample Survey Instrument (Task List-type)
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EVALUATION OF DATA ELEMENTS FOR A TRAINING
INFORMATION FEEDBACK SYSTEM

Instructions

General

Richard A. Gibboney Associates is conducting research for the US
Army Research Institute. The purpose of this research is to identify
training needs for the US Army Command and General Staff College (CGSC)
by developing a methodology for representing "soft skills." For the
purposes of this research, soft skills are defined as integrating
characteristics beyond hard knowledge. They are indirectly recognizable
through quality of task or duty accomplishment. While soft skills are
not quantitatively measurable, they can be reflected back to identified
training needs.

Several different methods for job data collection are being examined
for their relative utility to CGSC subject matter experts in developing
programs of instruction (POI). You are asked to complete the attached
questionnaire which employs one of the methods being considered.

Materials

Form A. Privacy Act Information: DA Form 4368-R dated I May 1975
conta-i information required by the Privacy Act of 1974.

Form B. Questionnaire: You have received.a Functional Area
Questionnaire. The questionnaire contains tasks taken from earlier

4 surveys of various Army officer positions.

(1) Please compare the requirements of the duty position you held
in March, 1978 with the list of tasks.

(2) There are two sets of response columns. One set indicates
the degree to which you performed the task. The second set indicates
how critical the task was to your overall performance of your duty
position.

Note: "Supervise" means person-to-person, continuous supervision
of immediate subordinates, as in the relationship of a rating officer
to a rated officer. "Direct" means actively directing from one echelon
higher than "supervising," as in the usual relationship of an endorsing
officer to a rated officer.

(3) For each task:

(a) Place an x in one column of the first set to indicate
the degree you performed the task.

(b) Place an x in one colum of the second set to indicate
how important the task was to your overall performance.

FomC. Individual Data Sheet: This sheet contains spaces for
person&T1 nid job related raw statistical data. Since legible entries
are essential, please print or type your responses.

Your cooperation in this research for the Ar Is appreciated.

An envrelope for returning completed forms is enclosed.

- - - ~ -



DATA REQUIRED BY THE PRIVACY ACT OF 1974

TL O ~~'Evaluation of Data Elements tor a Iraining PRAISI8NG OIREd?1VF

Information Feedback SystemAR7-
iAuTMONITY

io usc Sec 4503
2. PRINCIPAL PURPOSSES)

The data collected with the attached forms are to be used for research
purposes only.

3 ROUTINE USES

* This is an experimental personnel data collection form developed for
the U.S. Army Research Institute for the Behavioral and Social Sciences
pursuant to its research mission as prescribed in AR 70-1. When identifiers
(name or Social Security Number) are requested they are to be used for
administrative and statistical control purposes only. Full confidentiality
of the responses will be maintained in the processing of these data.

4. GMA*YO 001 MOUNTARY O#CLOIUAI ANO La UOI NYOA.NPtVON NOM~

Your participation in this research is strictly voluntary Ididular
efturaged to povide co~Thte and accurate inforMatiOni in the in-trests Of'

Qt f the information. ThsntiemY be dot~ce ft"e the
toof"and retained the0 ludividual if todesired.thrMiibetefc o niiofsfrnt rvdn
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Identification No.- .146/

DUTY MODULE TASK LIST QUESTIONNAIRE

OPMS Specialty: Foreign Area Officer

Degree of Degree of
Performance Criticality

Tasks

I Provide for office services and clerical
support.

2 Screen incoming correspondence and
distribute for action or information.

3 Establish and operate suspense system.

4 Prepare and review administrative corre-
spondence, memoranda, and reports.

5 Establish and post files of records and
regulations.

6 Operate a system for filing, retrieval,
display and reporting of information. I

7 Gather, interpret, and apply pertinent
directives and information.

8 Establish and operate a distribution system
for messages, correspondence, and documents.

9 Review, interpret, and apply directives and
information.

10 Provide for reproduction and duplication

services.

11 Prepare administrative SOPs and instructions.

12 Authenticate orders and official corre-
tpondence.I

13 Schedule appointments, conferences, and
other such activities.

34 Organize personnel and other resources into
functtional elements to accomplish mission.

Incl 2 FORM 0
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Degree of Degree of
Performance Critical ity

Tasks

15 Shedle ad alocae wrk, ssin prori
ties,. isu giane

i. S.ena fuctonng

20 Codc seurt inpctos n tss

1 Schedlae and alocteork assieEg piori
ties. fisu guiancuae.

16 rreview and evaluat work. gece
17 eotiate, ervautdosel subordinates.am&

18 Atrecresdn peratoing, fireldurciesfo
aninter anti oin.

19 Exaerdlsifedc informationsandcarr

2 oorint t other secs em nenlo security

20conductiscrtyisotinnndtss

21 Transtla and cterpdtnteen Enihco

22Arang fori and romitelliagencies.
4 latd ravewith Wintssigm aalyt'

23 s AteW paraes. cermoe, fWOMie exrIse,

anddiloatc fdoos
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II ,
Degree of Degree of
Performance Crlticalit

Tasks

31 Overtly collect information regarding host
country's armed forces.

32 Coordinate imagery interpretation support.

33 'Arrange for reproduction and distribution
of aerial photographs and related informa-
tion.

34 Prepare terrain studies based on aerial
photograph and other reconnaissance in-
formation.

,, 35 Plan and coordinate other special recon-
* naissance or surveillance activity such

as use of sensory devices.

36 Plan, organize and conduct MI collection
operations, including control of agents,
both US and foreign. S

37 Extract, analyze and disseminate intelli- a
gence results of reconnaissance and sur-
veillance activities.

38 Prepare policy directives and SOP con- I I

cerning reconnaissance and surveillance.

39 Review, evaluate and analyze raw reports
from intelligence information sources.

40 Evaluate information obtained, and prepare
reports for interested agencies.

41 Reproduce, transmit and disseminate intel-
ligence reports.

42 Disseminate various finished intelligence
products such as summaries, special repous, 
m randa and fact sheets.

43 Prepare timely intelligence reports in.
%. form for users.

44 Prepare intelligence estimates related to
area of interest.

Inc Z: FOm .
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Degree of Degree of
Performance Criticalit

Tasks

45 Advise superior and others on Army and
overall ground reconnaissance and sur-
veillance.

46 .Advise superior and others concerning
aerial surveillance and reconnaisance
support.

47 Determine intelligence production require-
ments (IPR) and essential elements of in-
formation (EEl).

*48 Determine and assign collection responsi-
bility for intelligence requirements of
user elements concerning foreign area
Involved.

49 Analyze, interpret, evaluate and put in
finished form, intelligence from all sources
to satisfy need of intended recipients.

50 Review daily flow of intelligence and in-
formation relating to assigned area.

51 Evaluate intelligence reports and dissemi-
nate pertinent parts to own, higher, and
lower units.

52 Prepare and present intelligence briefings
on assigned area.

53 Present organization's Intelligence posi-
tion at Joint and inter-agency intelligence
conferences.

54 Perform specially assigned duties related
to the position, such as handling US .tlt-
tary aid sales.

Other

I.. • ..
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Identification No. 4 *.

INDIVIDUAL DATA SHEET

PART I -- Personal Data

Position Ti-5(t l e:1 Ar6*- f ~ PMS DUTY CODE~
(Last FAO Assignmint)

Organization/Unit: (Mar' ch I 78) ( fO

Station/Country: Zip Code:

Grade/Rank: ,LiC- Branch:

Graduate CGSC: .~ es; ___No; Year (if applicable):__________

Inclusive dates assigned in last FAO position: From:, l  I 7 o:_:, S7
Yr Month)(Year) ; er

, Date: _ 
7 7. Basic Year Group: _ ________

(Today)(

' PAFT II -- Job Data

1. Do the attached tasks fit your March 1978 position and describe the essentials
of your duties:

a. Yes

b. No (If "No," briefly explain on back of this sheet.)

2. What estimated percentage of your total working time was accounted for by the
attached tasks?

t%

3. Besides the attached task,;, do you still need others to cover the significant
duties of your 1978 posltion (primary assignment)?

a. No X the attached list suffices.

b. Yes , I need additional tasks which I have indicated on the back
of this sheet. (Do not list minor tasks such as duty officer,
escort officer, etc.)

4. Where should the additional tasks have been learned?

a. CGSC
b. On-the-Job_(

Incl 3 FOAM C
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Extract from Task Data Bank Task List
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TASK DATA BANK

Task List

Sequence Duty
'No. Module

0001 Prepare adm~inistrative SOPs and instruction for unit. 0-A-i
0002 Monitor unit security of classified documents. 0-A-i

---0003 Prepare and review administrative correspondence,
memoranda, and reports. 0-A-i, 0-A-2

0004 Prepare and review unit journal, historical records,
and morning report (or change reports for central-
ized systems). 0-A-i

0005 Administer unit funds. 0-A-1
0006 Establish and monitor arrangements for collection

and distribution of mail within unit. 0-A-i
0007 Establish and operate unit message center. 0-A-i

---0008. Screen incoming correspondence and distribute for
action of information. 0-A-i, 0-A-2

0009 Establish and operate unit suspense system. 0-A-i
0010 Authenticate orders and official correspondence

* for commnander. 0-A-i

0011 Establish and post unit files, records, and regu-
lations. 0-A-i

-.012 Review, interpret, and apply directives andI
information. 0-A-i. 0-A-2

0013 Prepare daily bulletin or similar publication. 0-A-i1
-0014 Prepare administrative SOPs and instruction$. 0-A-2
-- 0015 Monitor security of class Vied documents. 0-A-2
-0016 Establish and-operate a Gijtributlon system for

messages, correspondence, and documents. 0-A-2
-017 Establish and operate suspense system. 0-A-2

-.018 Authinticate orders and official correspondence. O-A-2
-0019 Establish and post files of recdrds and regulations. 0-A-2

* ---0020 Schedule appointments, -conferences, and other such
activities. O-A-2

-0021 Provide for reproduction a&W duplication services. 04A-2
0022 Issue formal admonitions #Mw reprimands. - -A-3
0023 Prefer charges. an 04A-3
0024 Appoint Invest*1ating ofiesWr3,ad

mmesof ceuts.eartial. -3
0025 m.$W44 ad 4u410 euMae aCton s0 fifldtuu Of

*mtt ft Off tow. wtSq Wn W rs O-A-3

-old7 apply potm 41rectiwes



Sequence Duty
No. Module

---0028 Organize personnel and other resources into functional
elements to accomplish mission. O-A-5

-_0029 Prescribe standing operating procedures for internal
funicti onin g. 0-A-5

-0030 Schedule and allocate work,*assign priorities, issue
guidance. 0-A-S

-0031 Monitor, review and evaluate work. 0-A-S
_-0032 Operate a system for filing, retrieval, display and

reporting of information. 0-A-S
---0033 Provide for office services and clerical support. 0-A-5
_-0034 Monitor safeguarding classified information and other

aspects of internal, security. 0 -A-5
-0035 Motivate, evaluate, and counsel subordinates. 0-A-5

0036 Advise commander and staff on headquarters management. 0-A-6
0037 Control headquarters elements not assigned or attached

to other units. 0-A-6
0038 Coordinate arrangement and movement of headquarters. 0-A-6-
0039 Arrange for headquarters facilities and support

services. 0-A-6
0040 Plan and control local s .urity for headquarters 0-A-6

0041 Allocate and coordinate transportation assigned to
*headquarters. 0-A-6

0042 Process and accommodate visitors to headquarters. 0-A-6
0043 Control POW custody and evacuation activities for
0044 Control custory and disposition of stragglers and

casuals. 0-A-6
0045 Inspect personnel, equipment, and facilities of

headquarters alemen ts. 0-A-6
0046 Authenticate and issue orders and official corre-

spondence. 0-A-?
0047 Operate office of record. 0-A-7
0048 Establish, post and operate registry-of regulations

circulars and similar directives. 0-A-?
0049 Establish And operate a distribution system for

Messae , -wespWdnce and publications. 0 -A-?
0050 Provide reneral aeinistratie services such as

filing. Mt OMin couwrs rosei* maageent. 0-A-7

Sol Mvis cmmmuude ad Others, eo 4"m~strat"Ve matters.. 040-
ow5- Publish daily 60110tiO Or-~ulrpbtain 040-

QO WWafu adj~tmadtpe eWomil *sctw . 9-A-7
64 Il"u W14141" for "11Mu~ttm ofhdPV~ AIN 0 C~ 4ei'. A4
tat$# "M 14 04 Pie



Sequence Duty
No. Module

0145 Prepare correspondence, reports, personnel estimates
and studies including policy recommendations on
officer personnel- management matters. O-B-4

0146 Coordinate with US Postal Service regarding mail and
related activities in US. 0-B-S

0147 Advise commnander. staff and supported units on0B-
postal service.0-5

0148 Prepare SOP and local regulations and instructionsiregarding-postal service. 0-0-5
P0149 Organize and control internal mail collection and

distribution services 0-0-5
0150 Establish and operate locator services 0-B-5

0151 Operate overseas military postal receipt, delivery,
and collection-facilities, and other services
including custody and sale of stamps, money orders
and monetary accountability system. 0-B-S

0152 Inspect unit mail rooms. 0-B-S
0153 Investigate postal irregularities. 0-B-5
0154 Conduct or verify inventory and accounting for

accountable mail. 0-B-S
0155 Plan and conduct training of unit mall clerks

016 and postal workers. 0-B-S
016 Prepare and review records, reports, correspondence

*and memoranda pertaining to postal services. 0-B-S
0157 Advise superior and others on combat intelligence. O-C-l
0158 Prepare policy directives and SOP for combat

intelligence operations. 0-CI-l
-0159 Determine intelligence production requirements (IPR)

and essential elements of informationi (EEl). O-C-l
0160 Prepare combat intelligence collection plans. O-C-l

0161 Prepare combat intelligence annex to operations, plan. 0-C-1
0162 Analyze terrain in unit's area of operation. 0-C- 1
0163 Obtain and issue weather forecasts. 0-C-i
0164 Prepare requests for aerial reconnaissance. 0-C-i
0165 Coordinate s.Iga intalligence and sensor activities. 0-C-I

-010 Evaluate Wnelligence Irht and diseinate
pertioent parts to am .hi1er, aMd lower units. 0-C-1

0167 As""s MaW capailities and operations on'a
ontinuing basi s aid prepare. a 1t Intellignc

estimates.. 0-C-1
Ws Perfom Operatimnal %*w 11 NOW factions in tactical

operat o mos tr r ertC"'elm t of CO.

"NOW.



Sequence Duty
No. Module

0171 Advise superior and others on counterintelligence
and security. O-C-2

0172 Prepare CI policy directives and SOP. O-C-2
0173 Establish and update files related to individual

clearances and access lists. O-C-2
0174 Process personnel security clearances. O-C-2
0175 Inspect and evaluate facilities and activities for

counterintelligence security. O-C-2
0176 Investigate and prepare reports on security

violations. O-C-2
0177 Conduct classes and instruction concerning counter-

intelligence and security. 0-C-2
0178 Prepare and present briefings on counterintelligence

and security. O-C-2
-0179 Determine and assign collection responsibility for

intelligence requirements of user elements con-
cerning foreign area involved. O-C-3

-0180 Review daily flow of intelligence and information
relating to assigned area. 0-C-3

-01l81 Analyze, interpret. evaluate and put in finished
form, intelligence from all sources to satisfy need

-08 f intended recipients. -3
-0182 Coordinate with other intelligence analysts to

validate information. O-C-3
-0183 Prepare intelligence estimates related to area of

interest. -3
-0184 Present organization's intelligence position at.

point and inter-agency intelligence conferences. 0-C-3V
-0185 Disseminate various finished intelligence products

such as sumaries, special reports, memoranda, and
fact sheets. 0-C-3

-4186 Prepare and present intelligence briefings on
assigned area. 0-C-3

--4187 Advise superior and others concerning aerial,
surveillance wa reconsssance support. 0-:C-s

cia1o Prepare po ly directives, nd Input to SOP for air-.
*OP oprtions. 0-C-S

oleo talish liaison with supportin air usits
regarding aerial surveil Tane'a~p reconsalssane

toa" and oprtons. 0-C-6
@190 Cstblisb prioritteo for, and allocate aerial

ienow sesace aod swvovellan support. 0-0-6

-WV-'



Sequence Duty
No. Module

0194 Disseminate spot reports on enemy dispositions
and actions. 0-c-s

-0195 Prepare terrain studies based on aerial photographs
and other reconnaissance information. 0-C-5

-0196 Conduct or arrange for briefings pertaining to
aerial surveillance and reconnaissance. 0-C-S

-0197 Advise superior and others on Army and overall
ground reconnaissance and surveillance. 0-C-6

--0198 Prepare policy directives and SOP concerning
reconnaissance and surveillance. 0-C-6

0199 Determine and coordinate intelligence requirements
for combat patrols, long-range patrols, ground
surveillance radar activity, and other forms of
ground reconnaissance and surveillance. O-C-6

0200 Monitor combat patroling by units. O-C-6

0201 Plan, coordinate and control long-range
reconnaissance patrol log. 0-C-6

0202 Coordinate use of ground surveillance radars for
*intelligtnce purposes. 0-C-6

*-0203 Plan and coordinate other special reconnaissance or
surveillance activity such as use of sensory

--W4 devices. 0-C-6
-24 Extract, analyze and disseminate intelligence

results of reconnaissance and surveilIlance
activities. 0-C-6

-0205 Brief on ground reconnaissance and surveillance. 0-C-6
0206 Establish organization and SOP for counter-

intelligence (CI) unit, field office or other0
operating elemnt. 0-C-?

0207 Advise superiors and others on CI security 0-C-?
--0208 Effect liaison and coordination with cooperating

civil and military agencies. 0-C-7
0209 Conduct personnel and security investigation. 0-C-?
0210 Plan CI operations and related activities. 0-C-?

-211 Conduct security inspections and tests. 0-C-7
0212 Conduct surveillance operations for CI and

secrity pupss -C4-
0213 Conduct sweeping opertions to a6ssie Waece off

o r to etect~e or couste' wmanted .0,ectrimlc
0114 list ve davices. 0-C-?

C0n14ct specia - OMM"a for, saftty and secwri ty
elf lIPs in cowtsst with ebhe official

On$s fteM t ~op" Vos, to TAW
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Sequence Duty
No. Nodule

0217 Provide technical assistance and services con-
cerning security arrangements and procedures of
supported units, including changing safe combi-
nations and setting up intrusion detection systems. 0-C-7

0218 Employ CI unit commtunications and information
processing equipment. 0-C-7

0219 Prepare and review CI reports. 0-C-i.
0220 Prepare and review records, correspondence and

memoranda pertaining to C1. O-C-7

0221 Establish organization and SOP for MI unit, detach-
ment, team. or other field operating element. 0-C-B

0222 Advise superiors and others on NI. 0-C-B
-0223 Plan, organize and conduct MI collection operations,

including control of agents, both UIS and foreign. 0-C-B
_0224 Translate and interpret-between English and a

foreign language. 0-C-B
0225 Conduct POW and other interrogations. 0-C-8

-0226 'Review, evaluate and analyze raw reports from
intelligence information sources.- 0-C-B

--02217 Prepare timely intelligence reports in form for
users., 0-C-B

-0228 Reproduce, transmit and disseminate intelligence
reports. 0-C-8

* ---02O29 Provide for tafeguarding and security of
classified and sensitive information and activities. 0-C-B

0230 AdministerN141funds. 0-C-B

0231 Operate and'maintain MI communications. 0-C-B
0232 Prepare and review records,, administrative reports,

studios, correspondence and. memoranda pertaining to MI. 0-C-B
0233 Present MI briefings. -C-B
0234 Advise superior and others concerning operations. 0-D-1
0235 Prepare operations policy directives and SOP. 0-0-1
0236 Prepare aind publish operation estimates and orders. 0-0-1
0237 ftniter woution of oprations plans and orders and

make changes as stai warrants. 0-0-1
0O3 Neowmmen Wtask orgnisitloa,# mi ssions,9 and areas of

operations. 0-0-1
OM~ O'gnise and operat tactical operation ceniter or

operatios 610011t of cemow ad et. 0-0-1
0140 btrmin e opltieft reedinss ,Aptruiets and -I

renetneas 4



Sequence Duty
C'No. Module

-0531 Advise U.S. mission chief and country team on
--032 intelligence. 0-H-4
0532 Prepare intelligence collection plan in accord

with policy guidance and requests. 0-H-4
-4 33 Coordinate with-other elements ofthe U.S. country

team concerning intelligence collection. 0-H-4
---0534 Overtly collect information regarding host country's

armed forces. 0-11-4
-535 Arrange for and perform intelligence-related

travel within assigned1 area. 0-H-4
-0536 Evaluate information obtained, and prepare reports

for interested agencies. 0-H-4
-0537 Exchange intelligence information with local

associates. 0-H-4
-038 Attend parades, ceremonies, field exercises, and

diplomatic functions. 0-H-4
* -0539 Establish rapport with host coun try officials

and other foreign representatives. 0-H1-4
-0540 Perform specially assi gned 4uties related to the
*position, such as handling 1.S.'military aid sales. 0-H-4

0541 Advise superior and others on program and budget
matters. 0-1-1 (

0542 Interpret, coordinate, and disseminate program
and budget guidance from higher headquarters. 0-1-1

0543 Develop plans, policies, and procedures to execute
command budget activities, including break-out of
funds. 0-1-1

0544 Prepare directives for developmient and preparation
of command operating program and budget and con-
comitant budget execution review. 0-1-1

0545 Recoe-eed program and budget priorities. 0-1-1
0546 Provide authority for use and distribution of

funds in execution of budget within prescribed
constraints. 0-1-1

* 0647 Develop methodols for preparation of budget
Stati sticsO 0-1-1

0546 Design procedures and factors for preparation
of cost onlysis and cost ostimatts within commnd. 0-1-1

0649 APAlyze, Program ad budget perforauce to focus
rateUS Of 06ligattons and expnitures, impact,

.~a . trenis 0-1-1
000 bwond fund reistribution to priority activi..

tts after bugtvWiom to *Asieve optifaa.
fd utfliztm . 0-1-1

oil1 S~w u for swbMosloes


